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Introduction

The Synergy Aging Suite by Harmony is pleased to offer SAMS I&R™,
which integrates the powerful information and referral features of
BeaconlR™ with SAMS®, the leading consumer management software
solution.

The integration of Beacon's I&R functionality directly within SAMS
addresses the wishes of Beacon users nationwide, and specifically results
from the Beacon Summit Meeting in Chicago in late 2006.

Beacon and SAMS now share the same consumer and provider databases.
The call interface has been re-designed to enhance ease of use and to improve
searching capabilities. You can easily merge SAMS Consumers and I&R
Consumers, or enroll I&R Consumers for SAMS services. Basically, you get
the best of both SAMS and Beacon in one program!

This model is ideal for the '"No Wrong Door'/'Point of Entry'/'Resource
Center' models, since 1&R is built into the larger case management system
and the new features include the ability to electronically refer consumers to
other organizations through SAMS.

I&R Features
SAMS includes these popular I&R features:

= Call Timing and Tracking - Track start and end times of incoming and
outgoing phone calls automatically. You can also pause calls - SAMS
I&R keeps a running timer of how long a call has been paused.

= Assessments - search for and create assessments from within a call, or in
a consumer record. You can also create assessments for anonymous
consumers.

= Advanced Search and Referral - new real-time search functionality
automatically searches on locations, services, and program
characteristics, returning results as you type. Program referrals are
recorded in the call record.

= Topic Tracking and Journaling - track topics discussed and enter notes
about each call.

= Activities - Make referrals to other SAMS Agencies and Providers and
easily schedule call backs, informational e-mails, and mailings during a
call.

= Call Log Management - manage call records after completed calls. Search
for call records based on different criteria in the call log.
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Service Delivery - service delivery templates allow you to automatically
create various types of service deliveries in a call record, as well as auto-
enroll consumers for services.

Reports - choose from several highly customizable 1&R reports to help
you make the most of your organization's call information.

Using this Guide

This companion guide is meant to supplement the SAMS User's Guide and
SAMS Administrator's User's Guide. It provides only an overview of the I&R
features within SAMS. It is divided up into the following sections:

Customizing SAMS I&R - looks at setting up 1&R Settings in the Options
menu.

Managing I&R Consumers - discusses the I&R Consumer list.

Call - Summary Screen - outlines the parts of Call - Summary screen and
the procedures used for entering call information.

Using the Call Log - an overview of Call Log features.

Call Navigation Pane - outlines the procedures used for entering call
information using the Call - Summary screen's call navigation pane.

Reports - looks at the I&R reports available to you.

I&R Administration - a table for SAMS Administrators that outlines I&R
setup within SAMS Administrator.
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Typographical Conventions

Before you start using this guide, it is important to understand the terms and
typographical conventions used in the documentation.

For more information on specialized terms used in the documentation, see the
Glossary at the end of this document.

The following kinds of formatting in the text identify special information.

Formatting convention Type of Information

Triangular Bullet(>) Step-by-step procedures. You can follow these
instructions to complete a specific task.

Special Bold Items you must select, such as menu options,
command buttons, or items in a list.

Emphasis Use to emphasize the importance of a point or for
variable expressions such as parameters.

CAPITALS Names of keys on the keyboard. for example,
SHIFT, CTRL, or ALT.

KEY+KEY Key combinations for which the user must press and
hold down one key and then press another, for
example, CTRL+P, or ALT+F4.
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Customizing SAMS I&R

Customizing SAMS I&R describes the ways you can customize SAMS I&R
defaults to improve your work flow using Options in the Tools menu.

For more information about the other settings in Options, use the SAMS Help
files. To access the Help files, select Search from the Help menu and enter the
appropriate term.
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Configuring I&R Settings

I&R Settings offers default call options to help you better manage calls. Your
user role must have permission to modify the settings.

» To change I&R settings
1 From the Tools menu, select Options....

2 If not already displayed, click the plus sign * to expand the I&R Settings
heading.

~" Options [ %]

List Settings
Property Settings
Calendar Settings
Default Settings
Care Plans

Omnia Profile
Assessments

=
Call Completion Cption Mew calls default as complete
Zall Summary Prink Option After saving a new call, prink call summarsy,
Call Service Delivery Option Prompt ko recard unik(s) of service upon saving a new call,

a4 I Zancel | Appli |

3 Under Calls Completion Option, select a default for completed calls. If
you select New calls default as complete, a check automatically appears in
the Complete? column of the Call Log screen. If you select New calls
default as incomplete, no check appears. Prompt to complete new calls on
save forces users to select Complete or Incomplete at the end of each call.

4 Under Call Summary Print Option, select whether you want to have
SAMS automatically print a call summary, an anonymous call summary,
a custom call summary, or no call summary after saving a new call.
Anonymous Call Summaries do not include any personal consumer data.
Custom Call Summaries print only the Call Sections you select in the
Print Call screen.
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5 Under Call Service Delivery Option, decide how (or if) you want service
deliveries to be recorded when saving a call. Choose to have SAMS
automatically record units of service against a consumer (or a consumer
group if the caller is anonymous), to prompt users to record units of
service when saving a call, to have SAMS automatically record units of
service against the call's consumer, or to not record units of service at all
upon saving a new call.
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Managing I&R Consumers

An I&R Consumer is any consumer that has never been enrolled for services.
Typically, these are your Callers. You can use the I&R Consumers list to
manage I1&R Consumers just as you use the Consumers list to manage
regular SAMS consumers. The I&R Consumers list features are nearly
identical to the Consumers list.

You'll notice that a new I&R Consumer type has been added to the Type filter
in the Consumers list. Selecting I&R Consumers from the Type filter limits the
Consumers list view to only I&R consumers. When you access the I&R
Consumers list, an Enroll for Services button appears on the toolbar. See
Enrolling an 1&R Consumer for Services (on page 17) for more
information.

You can use the I&R Consumers list to access, delete, or deactivate an I&R
Consumer, to register an I&R Consumer, to view the properties of an I&R
Consumer, or to do anything else that you would normally do from the
Consumers list. You can also access the I&R Consumer Summary Screen
(on page 9) from the I&R Consumers list.
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For more information on using the I&R Consumers list features, see the
SAMS User's Guide or Help files. To access the Help files, select Search from
the Help menu and enter the appropriate search terms - e.g. 'viewing
consumer properties' or 'deactivating a consumer.'

Note that you can merge an I&R consumer and a regular SAMS consumer.
However, you can only merge an 1&R Consumer into a SAMS Consumer.
You cannot merge a SAMS Consumer into an I&R Consumer.

Social Assistance Management System - [I & R Consumers]

@Ei\e Edit Wiew Tools Window Help _|E' ll

@ Consumers | @Actwlt\es & Referrals ‘ @Rnsters | @Rnutas | @ Reports | E[nntracts
@ Tew Call @ CallLog (@& Search For Services ‘

Unit Distribution ‘ glnvnlces |@Payments ‘

Call Log H 18&R Consumers |

J X Close Consumers | ] Register ‘ [ Mew (= open X Delete ‘ E&' Properties ‘ (33 Assessments 4 Contacts | 59|15 Application ‘

HIB{R Consumers ,T | (Al > (Al v Czapply B Clear 7 Filker ‘ 25 Find MY Search | beb Enroll for Services [] Merge

[ [ Consumers
Consurmer Groups

Frank *  MName «PrEViDUS *Next DﬁSurtCurrentPagE

:Sorted By Name

Town of Residence County of Residence Status Date
Y sher [

1391167413 110 Dye, Tie 03/26/2005

03/26/2008
1339536029 110 Hobson, David 03/19/2003 1 Brown 5t Fittsfield Berkshire (413) 447-8399 03/19/2006
1363714080 110 Phone, Bel 03/25/2008 Woburn Middlesex (781) 457-5545 03252008
1371606951 110 Spring, Mark, 03/25/2008 10 Springer Lane Arlington Middlesex (781) 641-1070 03/25/2006
1344768321 110, Anonymaus 03/17/2003 0317/2008
1358339655 110, Bea 03/12{2008 (508) 435-4412 0312/2008
1326428950 110, Betty 03/13/2008 35 Washington St, Boston (617) 222-5546 03132008
1320806527 110, Brandy 03/12/2003 03/12/2006
1319472465 110, Carmen 03{14/2005 & Greenview St., Apt, 16 Framingham Middlesex (508) 872-3790 03/ 14f2006
1390055030 110, Cheri 03/17/2003 &3 Long Ave Framingham Middlesex (617) 504-1754 03/17/2008
1303794503 110, Debhi 03/17/2008 14 Atlene Dr Framingham Middlesex (508) 879-7008 0317/2008
1325471163 110, Debby a3/17/2003 San Diego (760) 535-7654 03/17/2008
1353069269 110, Donna 03/11/2008 (401) 831-3425 0311/2008
1307654977 110, Earl 03/18/2003 (978) 779-3000 03/15/2006




I&R Consumer Summary Screen 9

&R Consumer Summary Screen

The 1&R Consumer Summary screen is a pared down version of the regular
Consumer Summary screen. The consumer summary navigation pane
contains only 5 sections: Summary, Details, Assessments, Consumer Journal,
and Call History. The Details section has also been streamlined for I&R
consumers. It contains only General, Contacts, Locations, Phones, User
Fields, and Ethnic Races areas.

You can enroll an I&R consumer for services from this screen, as well. See
Enrolling an 1&R Consumer for Services (on page 17) for more
information.

Since the SAMS User's Guide and Help files cover the Consumer Summary
screen in great detail, this section provides only an overview of these areas.
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> To access the I&R consumer summary screen

Use Filter, Find, or Search 1 Click Consumers on the toolbar.

if necessary to locate a 2 From the Tvoe filter. select I&R Consumer

record. Ses the SAMS om the Type filter, select I&R Consumers.

User's Guide or Help files 3 Inthe I&R Consumers list, find the appropriate record.
to learn more about these . .

features. 4 Double-click the record to open it.

-OR- Highlight the record and click Open on the toolbar. -OR- Right-
click and select Open I&R Consumer. -OR- CTRL+O.

L Social Assistance Management System - [110 Bengston, Harold - Consumer ]
@ Fle Edic View Tools Window Help
@ Consumers | @Activit\es & Referrals ‘ g_]ﬂusters | @Rclutes ‘ @ Reports ‘ @Ccmtra:ts

3 Mew Call [8u CallLog @ Search for Services

I&R Consumers H 110 Bengston, Harold - Consumer ‘

X Close Consumer | (&l save Eﬁave and Close ‘ & Enrall For Services

110 Bangstan, Harald | 1351241487 | Unknown | Unknown

Contents 110 Bengston, Harold - Consumer Summary

Personal NAPIS

Client 10 1351241487 Ethnicity Unknawn
55M Mot Specified In Poverty Don't kKnow
Date of Eirth [ Age Unknown j Unknown Lives Alone Don't kKnow
Gender Male High Mutritional Risk Don't kKnow
Marital Status Mok Specified Is Rural Mo

Language English Mumber of ADLs Mok Assessed
Home Phone " Mumber of TADLs Mot Assessed

Info Release Authorized

Date Registered

Caonsumer Details Last Reviewed
Active

Consumer Journal
{0 Journal Enkries)

These headings act
as hyperlirr'ﬂtss.

Residential Address

Auburn, Ma 01501 Summur'y screen

County of Worcester

53 way Consumer I

Notes
Caller needed SOC referred ko NEDC

| SYSADMIN ‘SF\MSZK_MA_FIELDTEST 4/15/2008 | 12:50 PM 4

5 View or modify Details (see "Consumer Details" on page 11),
Assessments (see "Consumer Assessments” on page 12), Consumer
Journal (on page 13), and/or Call History (see "Consumer Call History"
on page 14) as needed. The headings in the Consumer Summary screen
act as hyperlinks. Click a heading to go that area of the consumer record.

6 When you are ready, click Save or Save and Close.
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Consumer Details

For more detailed information on the Consumer Record or Details, see the
SAMS User's Guide or the SAMS Help files.

Your user role must have permission to view, create, update, or delete a
call details.

» To view, add, modify, or delete details

1 Access the appropriate consumer record as outlined in I&R Consumer
Summary Screen.

Click Details in the consumer summary navigation pane.

View, add, modify, or delete information in the General, Contacts,
Locations, Phones, User Fields, and/or Ethnic Races areas as necessary.

4 Click Save to save your changes and move to a different area of the
record, or click Save and Close to close the record and return to the I&R
Consumer list.

' Social Assistance Management System - [110 Bengston, Harold - Consumer]
@ Fle Edt Yiew Took Window Help = ﬂ|ﬂ|

& Consumers | @Actiwties&Raferrals | ﬁRosters | @Routes ‘ (% Reparts | [ Contracts | {522 Unit Distribution | &P Invaices | @Payments |

3 new Call [@p CallLog @ Search For Services |

I & R Consumers ” 110 Benaston, Harold - Consumer |

X Close Consumer ‘ Save m Save and Close | b Enrall for Services | é Print Consumer @ Prink Preview Consumer

110 Bengston, Harald | 1351241487 | Unknown | Unknown

Cantents 110 Bengston, Harold - Details

@ General First MNarme Harold

%% Contacts ML
Last Mame 110 Bengston

@ Locations (2} Suffix

Maiden Marne
o e A Name
a User Fields (1) Date Reqistered 03fz1f2008
Consumer Details Last Reviewed  03/21/2008
@ Ethnic Races Marital Status
Gender Male
Birth Date
55N
Info Release Authorized o
Default Agency Elder Services of Worcester Area, Inc.
Area Code
Hormne Phone
Residential Address
Mailing Address
NAPIS
Status
Insurance
Other
Characteristics LI

SYSADMIN SaMS2K_MA_FIELDTEST | 4/15/2008 | 1:33PM
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Consumer Assessments

> T
1

Your user role must have permission to view, create, update, or delete
assessments.

o view, add, modify, or delete assessments

Access the appropriate consumer record as outlined in I&R Consumer
Summary Screen.

Click Assessments in the consumer summary navigation pane.

View, add, modify, or delete assessments as outlined in the SAMS User's
Guide or the SAMS Help files.

4 Click Save to save your changes and move to a different area of the

record, or click Save and Close to close the record and return to the I&R
Consumer list.

il Social Assistance Management System - [110 Bengston, Harold - Consumer]

@ Fle Edt View Tools Window Help ;Iilﬁ”

@ Zonsumers | @Actiwties&Rstrrals | @Rusters | @Ruutes ‘ @ Reports | @Cuntra:ts | % Unit Distribution | %’Invuices | %Payments |

R new Call (@b CallLog @ Search For Services |

I R Consumers ” 110 Bengston, Harold - Consumer |

X Close Consumer ‘ [& save [ Save and Close | k=% Envall for Services | mNew nt @Edit k. EDelete nt | @ SAM3App ‘

110 Bengston, Harold | 1351241487 | Unknown | Unknown

Contenks 110 Bengston, Harold - Assessments

Date of Assessient | Next Assessment | Assessor _______ Last Lindated Undated By
1512 0/15/2 0 2005 01:39:3 Sysadmi Basil nent

04/ 101! 04y Imin ment

1 Item, 1 Selected SYSADMIN SaMS2K_MA_FIELDTEST | 4/15/2008 1:43PM

VA
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Consumer Journal

Your user role must have permission to view, create, update, or delete a
consumer journal. Additionally, journals are subject to organizational
security - meaning that access may be limited by organization.

» To view, add, modify, or delete consumer journal entries

1 Access the appropriate consumer record as outlined in I&R Consumer
Summary Screen.

Click Consumer Journal in the consumer summary navigation pane.

3 View, add, modify, or delete journal entries as outlined in the SAMS
User's Guide or the SAMS Help files. Note that if your user role does not
have permission to modify date and time fields, you will not be able to do
that here.

4 Click Save to save your changes and move to a different area of the
record, or click Save and Close to close the record and return to the I&R
Consumer list.

iz Social Assistance Management System - [110 Bengston, Harold - Consumer | |
& Fle Edt View Took Window Help ;Iiliﬂ
@ Consumers | @Actiwties&Refarrals | @Rosters | @Routes ‘ @ Reparts | @Contracts | % Unit Distribution | ﬁ'lnvoices | @Payments |

@ Mewe Call l& CallLog (M Search For Services |

I& R Consumers ” 110 Bengston, Harold - Consumer |

X Close Consumer ‘ IS save mﬁave and Close | b5 Envall for Services | [ add Journal Entry ¢ Edit Journal Entry . Delete Tournal Entry |

110 Bengston, Harold | 1351241487 ‘ Unknown | Unknown | (ﬁ Journal Hiskory ‘ é Print Journal Entry E{ Prink Preview Journal Entry | SF Filter Vx Clear Filker

Contenks 110 Bengston, Harold - Consumer Journal

Entry Date Entry Tirme Journal Type Subject Create User
04/, Pro 3 Acco in

04/1 01:47 PM Consumer Journal Sample Accoul

11Item, 1 Selected SYSADMIN SAMSZK_MA_FIELDTEST | 4/15/2008 ldgpM
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Consumer Call History

You can add, view, modify, delete, and print calls from this Call History
screen. The Call History screen displays calls similarly to the Call Log,
however the Call History screen is consumer-specific.

Your user role must have permission to view, create, update, or delete a
call history. Additionally, call history is subject to organizational security -
meaning that access may be limited by organization.

X Social Assistance Management System - [110 Bengston, Harold - Consumer]
@3 Ele Edt Wew Tools ‘Window Help ;Iillﬂ

@ Consumers | @}A:tivitiss & Referrals | @Rusters ‘ @Ruutes | @ Reports | ECUntracts ‘ % Unit Distribution | E’Invuices ‘ %Paymsnts |
R new Call @ Calllog @ Search For Services |

1& R Consumers || 110 Bengston, Harold - Consumer ‘

X Close Consumer | & save E‘Save and Close | 5 Enrall For Services | [ add Call . Edit Call 2% Delete Call |

110 Bengston, Harold ‘ 1351241487 | Unknown ‘ Unknown | é Print Call & Print Preview Cal | SF Filter Vx Clear Filter

Cantents 110 Bengston, Harold - Call History
Start DatejTime End Date/Time: Agency Call Type Caller Caller Type Consumer
/08105 3 AM  4/08/05 10:59 AM  Minuteman Senior Ser Harald (Selfy 110 Bengston
3 13 A FM_|Elder Jas] 0 il

‘2 Items, 1 Selected | SYSADMIN SaMs2k_Ma_FIELDTEST | 4/15/2008 1:54 PM A

» To add calls

1 Access the appropriate consumer record as outlined in I&R Consumer
Summary Screen.

Click Call History in the consumer summary navigation pane.
Click Add Call on the toolbar.

-OR- Right-click in the Call History list and select Add Call. -OR-
CTRL+N.

4 Add information as outlined in the Call - Summary Screen (on page 20)

section.
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Create a filter to manage a
large number of records.
See the SAMS User's
Guide or Help files for
more information about
filters.

5

Click Save to save your changes and move to a different area of the
record, or click Save and Close to close the record and return to the I&R
Consumer list.

> To view or modify calls

1

Access the appropriate consumer record as outlined in I&R Consumer
Summary Screen.

Click Call History in the consumer summary navigation pane.

Double-click the call record you want to view or modify to open it.

-OR- Right-click a call record and select Edit Call. -OR-CTRL+0. -OR-
Highlight the record and click Edit Call on the toolbar.

Edit the call as necessary. The process of editing call information is the
same as adding call information. See the appropriate area of the Call -
Summary Screen (on page 20) section for more information.

Click Save to save your changes and move to a different area of the
record, or click Save and Close to close the record and return to the I&R
Consumer list.

» To delete calls

1

Access the appropriate consumer record as outlined in I&R Consumer
Summary Screen.

Click Call History in the consumer summary navigation pane.

Highlight the record you want to delete and click Delete Call on the
toolbar.

-OR- Right-click and select Delete Call. -OR- CTRL+D.

Click Save to save your changes and move to a different area of the
record, or click Save and Close to close the record and return to the I&R
Consumer list.
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> To print calls

1 Access the appropriate consumer record as outlined in I&R Consumer
Summary Screen.

Click Call History in the consumer summary navigation pane.

Highlight the record you want to print.

4  Click Print Call @ on the toolbar.

-OR- Right-click and select Print Call. -OR- CTRL+P

= Print Call

Choose Call Sections:

% Consumer Details

® Caller Details

O Topics

[ A call Outcomes

[0 s neferrals

[ % Activities

[0 B3 Service Deliveries

[ +:Consumer Assessments
[ +:Caller Assessments

Zancel Select Al | Deselack .0.II|

Select the Call Sections you want to print.
Click OK.
If necessary, select a printer and click Print.

0 N o O

Click Save to save your changes and move to a different area of the
record, or click Save and Close to close the record and return to the I&R
Consumer list.
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Enrolling an I&R Consumer for

Services

Use Filter, Find, or Search
if necessary to locate a
record. See the SAMS
User's Guide or Help files
to learn more about these
features.

If you enroll an I&R Consumer for services, you are essentially converting
the consumer from a SAMS 1&R Consumer to a regular SAMS Consumer.
This means that you can offer them the full range of SAMS services. Services
specific to standard SAMS consumers include:

= Care Enrollments

= Co-Pays

= Consumer Care Managers

= Fund Identifiers

= Consumer Providers

= Caregivers and Care Recipients

= Service Suspensions

= Care Plans

= Service Orders

Once you enroll an I&R Consumer for services, they will no longer be visible
in the I&R Consumers list. Instead, SAMS moves them to the regular

Consumers list. This means that their security settings also default to the
security settings in place at your agency for SAMS consumers.

You can enroll a consumer for services either from the I&R Consumers list or
from within an I&R Consumer record. Both procedures are outlined below.
To enroll a consumer for services from the consumer list

1 Click Consumers on the toolbar.

From the Type filter, select I&R Consumers.

In the I&R Consumers list, find the appropriate record.

A WODN

Highlight the record and click Enroll for Services on the toolbar.

-OR- Right-click and select Enroll for Services. -OR- Select Enroll for
Services from the File menu.
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5 The I&R Consumer record appears in bold print. Click Refresh to update
SAMS and move the record to the Consumers list.

Social Assistance Management System - [I & R Consumers]
@Elle Edit  ¥iew | Tools Window Help _|_|- = 5'

@ Consumers | @Act\wtles&ReFerra\s | @Rosters | @Routes | @Reports | Unit: Distribution | E’Involces | @Payments |

3 new Call @9 CallLog M Search For Services

‘ 18R Consumers | Call Log ‘

X Close Consumers | Z] Register | [ Mew (= open X Delete | Propetties | (3 Assessments Eel Contacts% |
I &R Consumers - | (ally + (all - Ws; Apply % Clear 7 Filker | % Find (8 Sean{[ =6 Enoll For Services ]) Refresh =
110 Bengston, Harald - Yuhas, Frank ~ Mame = Frevious = iext [ Sort Current Page ‘\E_J
Address Town of Residence County of Residence Home Fhone Status Date
135124 03/21/2... 333 Way Auburn Worcester 03/21/20..
0 200
1339536023 110 Hobson, David 03{19/2008 1 Brown St FitksFisld Berkshire (413) 447-6399 03719/2008
1363714080 110 Phane, Bell 03/25/2008 Woburm Middleszs (781) 457-5545 03f25(2008
FP44FEE32] 110, Anonymous 0172008 [ g4452008 |
1358339655 110, Bea 03/12/2008 (508) 435-4412 03f12/2008
1328428950 110, Betty 03/13/2008 | 35 Washington St, Baoston (617) 222-5546 03f13/2008
1320806527 110, Brandy 03/12/2008 03f12/2008
1319472468 110, Carmen 03142008 & Greenviews St., Apt, 16 Framingham Middlesex (508) §72-3790 03714/2008
1303794503 110, Debbi 03/17/2008 14 Arlene Dr Framingham Middlesesx: (508) 879-7008 03/17/2008
1325471163 110, Debbey 03/17/2008 San Diego (760) 535-7654 0317/2008
1353069265 110, Donna 03/11/2008 (401) §31-3425 03f11/2008
1307654977 110, Earl 03/ 18[2008 (975) 779-3000 03f18/2008
1345685541 110, Evan 03/17/2008 Metrowest Medical Center  Framingham Middlese:: (505) 353-1546 031712008
1345153445 110, Gales 03/17/2008 | 256 Edmands Rd Framingharn Middlesex (508) 577-0962 03172008
13566893629 110, Lisa 03/17/2008 1 John Brady Drive Framingham Middlesex (505) §79-7562 03f17/2008
1367627590 110, Robert 03/17/2008 12 Havern Terrace Diover Morfolk. (751) §21-1530 031702005
1316173945 110Brown, Jane 03/14/2008 5 Imperial Ave Pittsfield Eerkshire 03f14/2008
1358507937 110lou, Linda 03/20/2008 (508) 222-3333 0320{2005
1381679933 110Warm, Harry 03/17/2008 27 Camp Street ‘Worcester ‘Worcester (505) §52-2502 03f17/2008
1339259733 &b, Ab 03/21/2008 (617) 262-9770 nafeifenna
T e ;,J
|Page 1, 89 of 89 Ikems, 1 Selected S¥SADMIN SAMSZK_MA_FIELDTEST ‘ 4)15/2008 | 3:00 PM 4

» To enroll a consumer for services from within an I&R consumer record
1 Click Consumers on the toolbar.
From the Type filter, select I&R Consumers.

In the 1&R Consumers list, find the appropriate record.

A WD

Double-click the record to open it.

-OR- Highlight the record and click Open on the toolbar. -OR- Right-
click and select Open I&R Consumer. -OR- CTRL+O.

5 Click Enroll for Services on the toolbar.

-OR- Select Enroll for Services from the File menu.
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SAMS updates the record. You'll notice that the consumer summary
navigation pane now contains all the usual areas of a consumer record -
Service Orders, Service Delivery, etc.

Social Assistance Management System - [110 Bengston, Harold - Consumer]
@ Ele Edt View Tools Window Help _|= ﬂ‘
@ Consumers | @Actlwt\es & Referrals ‘ ﬁ]Rosters | @Routes ‘ @ Reports ‘ ﬂcantracts

3 New Call ||@ CallLog @& Search Far Services

1 &R Consumers H 110 Bengston, Harold - Consumer ‘ Call

X Close Consumer | Save ﬁ' Save and Close B Enrall For Servi

110 Bengston, Harold - Consurme

Personal NAPIS

Client 10 1351241467 Ethnicity Unknawn
S5M Mot Specified In Poverty Don't Know
Diate of Birth [ Age Unknown | Unknown Lives Alone Don't Know
Gender Male High Mutritional Risk Don't Know
Matital Status Mot Specified Is Rural Mo

Language English Mumber of ADLs Mot Assessed
Haome Phane Mot Specified Mumber of IADLs Mot Assessed
Info Release Authorized Mo

Date Registered 03f21/2008 Consumet Journal

Consumer Details Last Reviewed 03212006 {1 Journal Entry)

Active ‘fes

Residential Address
333 Way
Auburn, MA 01501
County of Worcester

Assessments
Basic NAPIS Intake Assessment 04f15/2008

Notes
Caller needed SDC referred to NEDC

| |

| SYSADMIN SAMS2K_Ma_FIELDTEST | 4/15/2005 ZI53PM
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Call - Summary Screen

The Call - Summary screen provides you with a quick and easy way to
manage a call from one screen. Organized similarly to SAMS' other screens,
the menus, toolbars, and taskbar offer access to program data and features.
The Call - Summary screen is divided into two panes - the call details pane
and the call actions pane. The call details pane stores basic call information.
The call actions pane contains headings that give you access to specific call
areas where you can quickly view, add, and edit call actions.

The call navigation pane to the left of the screen displays the same headings
as the call actions pane, with the exception of Service Deliveries. Use the call
navigation pane as an alternative way to navigate and access different areas
of a call record.

This section outlines how to enter calls using the call actions pane, as well as
how to pause the call timer, print a call summary, and print mailing labels.
See Call Navigation Pane (on page 48) for more information. Generally, it's
faster to enter information using the call actions pane rather then the call
navigation pane.

iz Social Assistance Management System - [(Anonymous) - Call]
& File Edit iew Tools Window Help ;Iillﬂ
@ Consumers | @Activities&ReFerra\s | @Rusters | @Ruutes | @ Reports | Cuntracts

3 new Call [Bw CallLog (M Search for Services

=2 Unit Distribution | E’Invuices | @Payments

I &R Consumers | Call Log || {Anonymous) - Call |

] ® chose Call | [l save [ Save and close | W Pause | [&), Print Preview Call &5 Prict Call | Caller . Consumer
Call - Summary

{Anomymous) E| Topics

Caller Type  (Self - fe fnone) "
Consumﬂj EAHO?W’ Call Details E1(} Call Qutcomes Cnllpzﬁ:ons
Call Type  Incomin pane Lo (nonE)

Referred By Elfé Referrals

Call Priority e {noneE)

StartDate  0414/2008 E1% Activities

L {none)

=] @ Consumer Assessments (this call)
L (mione)

= % Caller Assessments {this call)

e {noned

EE Service Deliveries

L (nOnE)

Start Time 12:32:49 PM
End Date 04/14/2008
End Time 12:35:41 PM
Complete? Mo

Motes

CONSUMEr ASSES. ..

L

| SYSADMIN SAMSeK_Ma_SANDBOR_FIELDTEST 110 | 4/14j2008 | 12:35 PM 7




Call - Summary Screen 21

Call Taking Overview

This section outlines the general procedure for taking calls using SAMS
I&R's Call - Summary screen. At first glance, this may look quite different
than entering a call into the stand-alone version of BeaconIR, but you'll see
that it's very similar once you get used to the new look!

From the Call - Summary screen, you can navigate to all the areas of a
consumer call. Within this screen, you have the option of using either the
headings that appear in the call actions pane, or of using the call navigation
pane (on page 48). Generally, it's faster to use the call actions pane since you
don't have to navigate away from the main Call - Summary screen, but you
should use whatever method that feels most comfortable to you - both
methods achieve the same results.

About Call Records

SAMS I&R stores a consumer, caller, and consumer/caller relationship with
each call record. The Caller is the person you are communicating with. The
Consumer is the person who needs, may, or will receive services. Caller Type
defines the nature of the caller's relationship to the consumer. Either the
consumer or the caller can be anonymous.

Types of Calls

SAMS I&R can record many types of phone calls/communications,
including:

= Anonymous Caller about a named Consumer - an unknown caller
phoning on behalf of an identified consumer.

= Consumer Call - a consumer phoning to obtain information for him or
herself.

= Named Caller about a Named Consumer - an identified caller
phoning on behalf of a known consumer or potential consumer.

= Named Caller about an Anonymous Consumer - an identified caller
phoning about an anonymous consumer.

= Anonymous Call - neither the consumer nor the caller has been
identified.
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In SAMS I&R, Anonymous is the default option for both consumer and
caller, making it easy to record these types of calls.

General Call Taking Overview

Start by clicking New Call I% on the SAMS I&R toolbar to start the call
timer. Select a Caller, a Consumer, and a Caller and Call Type using the call
details pane. Enter call Topics (on page 57), search for and create appropriate
Referrals (on page 49), create Caller or Consumer Assessments (see
"Assessments (Call - Summary Screen)" on page 36), add Activities (see
"Entering Activities" on page 34), and record Service Deliveries (on page 39)
using the call actions pane.

Click Pause (see "Pausing a Call" on page 42) % on the I&R toolbar
to stop a call, or Resume to return to a stopped call. SAMS I&R keeps a
running timer while the call is paused. You can keep the call open while you
use other areas of SAMS by using the taskbar.

i Social Assistance Management System - [Abernathy, James J - Call]

7~ ~ =9
@ File Edit Wiew Iools’mndo‘w Help SAMS I&R _||
¢} Consumers | @(‘ " tals | mRostars e olbar
L
O3 Mew Call B C far Services
Cunsumersﬂ'.qbernathy, James 1- Cal | {Anonymous) - Call | I&R toolbar
I X Close Call | & save [E save and Close ‘ Il Pause | &Print Preview Call &5 Prink: Call | Caller . Consumer /
Abernathy, James J pics
Caller Type  (Self) Abuse/Neglect/Exploitation
Consumer  Abernathy, James J - (3 Call Outcomes
Call Type: Tncorming e (none)
Referred By EL% Referrals Call Actions
all Pricrity o, fnons) pane
StartDate | 04/09/2008 @1 Activities
StartTime  11:0%:13 AM @(Eme) A s (this call)
End Date 40972008 El (n::es)umer ssessments (this cal
Activitiss End Time 04:28:22 PM = @ Caller Assessments (this call)
Complete? Mo H
e [none)
Q? Nokes Call Details EIfR Service Deliveries
¥ é
pane fee {none)
Topics I/ Existing Call Notes for Abernathy, James 1
e {noned
¢
Outcomes
Consumer Asses...

| ‘ SYSADMIN SAMSZK_MA_SANDBOX_FIELDTEST_110 | 4/9/2008 4:28 PM Y
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Entering a New or Previously Taken

Call

The process of entering a call is the same for both named and anonymous
consumer/caller. Anonymous call information can only be stored within the
call record, and will not be associated with any consumer/caller record.

You do not need to currently be taking a call to enter call records into SAMS
I&R. The process of entering an old call is the same as taking a real-time call,
except that you manually enter the call start and stop dates and times.
However, If your user role does not have permission to modify a call in
SAMS I&R, you will not be able to do this.

» To enter a call

1 Click New Call @ on the toolbar.

-OR- Right-click in the Consumers list and select New Call.

2 Click the Browse D button in the Caller row to add a name. Leave
Anonymous as the default if no name is given.

-OR- Select Search for Caller from the Caller menu.

I % New Call [@y CallLog M Search for Services |

{Anonymous) - Call ‘ Consumers | Call Log H Abel, Shirley | Abernathy, Joseph & - Call ‘

Caller/Consumer

I X Close Call | E Save ﬁ' Save and Close | Il Pause | @. Print Preview Call § Print Cal ‘ Caller . Consumer .
Contents Call - Summary &k Clear Caller
Open Call
Caller Abel, Shirley 82| Topics E De”h : er .
Caller Type  Friend e (nome) Search for Caller
Summary Consumer  Abernathy, Joseph & =] (A call Dutcomes
. Call Type Incaming (none)
%3\ Referred By PATH {Social Welfare) E—@ Referrals
@ Call Priarity (”0”?)_ .
Start Date  04/14/2008 2l @("‘Ct“;'t'es
R e [ROnE:
Start Time: 01:52:33 PM
End Date 04J14/2008 I?“@(E:::;Jmer Assessments (this call)
End Time £2:07:07 PM [=1+% Caller Assessments (this call)
Complete? Mo trone)
hates EE Service Deliveries
This seems lke it will be a long call. o (Rome)

EI[:Q Existing Call Motes for Abernathy, Joseph A
]

menus

Consumer Note
appear when you
save a call.
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3 Inthe Search Consumers box that appears, enter the first few letters of
the caller's last name.

i 1 Search Consumers E

=] Consumer
Lask name is like ab

First name is like

Date of birth is

55N

Social Sec, Last 4 Digits

Client 1D like

AKA Mame is like

Alternate ID1 s like

UPTCard ID

Medicaid ko, like

Medicare Mo, like

Area Code

Home Phone

Conkack Marme is like

Ethnic Race
Residential Address
Care Providers

Add Mew, .. | Eind Clear

Enrolled? | Client Id Full Hame AKA MName | DOB 35N Town HomeP... | &

v 107478910 01)07/1947 |345-67-59 i S...
1343291672 Abel, Shirley 10121923 (860} 5...
347472750 Abemathy I James Difi2/804 QoS- Fo-2rA7  Ptsfeld | (4130 5.
1372639101  Abernathy, James Boston (5081 5.,
319188175 Abernathy, James ] 03/19/1918  123-45-8175 (617)5...
1318490237  Abernathy, Joseph A 05041951 Acushnet (50834,
1352373903 Abernathy, Joseph A 05041951 Acushnet (5084,

1364471071 able, Jane G Boston (B17)3... -
< | | »

Dekails | a4 I Zancel |

4  Click Find.

If the caller's name appears in the search results pane at the bottom of the
screen, highlight the appropriate record and click OK. Skip to step 7. If
the caller's name does not appear, proceed to step 6.
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Use the Caller or
Consumer buttons on the
toolbar as necessary to
clear a caller/consumer
from the call record. The
field reverts back to
Anonymous.

6

10
11

12

If the caller does not appear in the search results pane, click Add New. In
the Register New 1&R Consumer box that appears, enter the caller's
information as known and click OK. Note that your search criteria is
automatically transferred into the Register New I&R Consumer dialog.

i Register New I & R Consumer

Details

= Personal ek
Prefix
First Mame K
MI
Jenkins| Zancel

Last Mame
SUfFiz
Gender
Birth Date
25N

Area Code

dli

Home Phaone

Default Agency

Dake Registered
Residential Address
Mailing Address
NAPIS
Characteristics

0142008

Expand All

Collapse All

H

Farmnat Lisk

Previous assessments associated with the caller appear in the call actions
pane.

Use the Caller Type list to select the relationship of the caller to the
consumer.

Repeat steps 1-8 to enter a Consumer and Call Type.
Continue using the lists to select Referred By and Call Priority as known.

SAMS automatically enters the Start Date, Start Time, End Date and End
Time. You can edit these fields in the Call Log if your user role has
permission to do so. See Editing a Call (on page 46) for more
information.

Select Yes or No under call Complete?. Depending on your 1&R Settings
(see "Configuring I&R Settings" on page 4), this field may default to Yes
or No, or SAMS may prompt you to make a selection when you save and
close the call.
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13 Enter any Notes as needed. When you access a saved call, any notes you
entered for the consumer appear under the Existing Call Notes heading
appears in the call actions pane for the consumer.
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Entering Topics

Topics are the subjects discussed during the course of a call. You can choose
multiple topics at once, or come back during the course of a call and add
more.

Your user role must have permission to access, create, update, and delete
topics.

» To enter a call topic using the call - summary screen

1

Click either the Topic or
Category heading to
change the alphabetical
sort order of the columns.

Begin a new call.

-OR- Access an existing call. See Editing a Call (on page 46).

Double-click the Topics heading in the call actions pane.

In the Add Call Topics screen, select the topic(s) that you discussed
during the course of the phone call. To quickly locate topics, click the
Topic category heading and type in the first few letters of the topic.

il Social Assistance Management System - [(Anonymous) / Abernathy, Joseph & - Call]

@E\Ie Edit Yiew Tools MWindow Help

rwede | R recbone | @@ renikee | nanoeee Ny v TR . e
Topics:
(e e |In:lude? ‘Tupic ‘Categury ‘Outcume | -
I X (Close [m] Abuse/Meglect/Explaitatian Other
=
Conker ] Adulk Foster Care (AFC) ASAP Services
O Advance Dir, - Living W1l Cther Applied Income (Spend-down) Monitoring Submission
] Assisted Living Facilties Institutional Care E"D:P‘%I' Client Refused
| Assistive Technology HealthfIn-Home Services I\.II_IaEu\Iﬁg;p;\ltatlnn complated
[m} Atkendent Services Prog, HealthfIn-Home Services New application appraoved
| Budgeting/Paying Eills Financial Assistance Mo Outcome or nfa
] Burial Accounts/Issues Financial Assistance Mo SEV’V"CE AFE“EHE.‘U”WEL‘I nﬁedd
| Caring Homes ASAP Services Renswal application - complete
Renewal application approved
O Chores HealthfIn-Home Services Service Obtained
| City Department. Other
O Cammunity Choices Program ASAP Services
Community Education {CG events,
o SEminars...) Bllizr d
Time Spent:  Comments: Blannings:
|5 El Meeds assistance with tasks,
Ok I Cancel |

JEODEN

SAM3IZK_MA_SANDEOX_FIELDTEST_110 | 4/14/2003

2:22FM

4
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If you select multiple

topics, SAMS I&R copies 4 Enter the minutes spent for each topic in Time Spent:.
the same Time Spent, 5 In the Outcome column, use the Outcome list to select the topic action

Outcome, and Comments

to each record. that resulted from the call, if possible.

Under Plannings:, select the appropriate box under Include?.
Enter any Comments as needed.

8 When you are finished, click OK. The topics now appear in the Call -
Summary screen. Double-click an individual topic to edit it as needed in
the Edit Call Topic screen. To remove a topic, highlight it and press the
DELETE key. Select Yes at the prompt.

Call - Summary

Caller (Anonymous) =IE2| Topics
Caller Type  Friend [ Adult Day
Consumer Abernathy, Joseph & [ WHAP
Call Type Incoming E| @ Call Outcomes
Referred By PATH (Social Welfare) e (none)
Call Priority E‘-$ Referrals
StartDate  04]14/2008 5 (’J)(.:O:'B)'t'
" ctivities
Start Time  01:52:33PM T
(none)
End Dats 04142006
End Ta ° 02127"‘45 oM =] @ Consumer Assessments (this call)
nd Tire: 127! H
(none)
EDTD‘Ete? Mo =] @ Caller Assessments (this call)
Iotes H
(none)
This seems like it will be along call. E‘E Service Deliveries
(none)
Efﬁ Existing Call Notes for Abernathy, Joseph A
(none)
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Entering Call Outcomes

Call Outcomes refers to the actions that result from a phone call. For
instance, a call may refer a consumer to Adult Protective Services or Private
Long Term Care services. The Agency Call Report displays Call Outcome
information.

Your user role must have permission to access, create, update, and delete
outcomes.

» To add a call outcome using the call - summary screen

1 Beginanew call.

-OR- Access an existing call. See Editing a Call (on page 46).

2 Double-click the Call Outcomes heading in the call actions pane.

Call Outcomes ]|

Quktcomes:

Incude? | Oubcome |
Adulk Protective Services
Brief or short-term services, Follow-along, or ser

Ermergency Services

Family Care Function Screen

Follow-Up Contact From RC - but not referred For s

Long Term Care ServicesfResources/Information

Cther ServicesiResources) Infarmation

Private Long Term Care Services

Public Funding: Medicare, medicaid, foodstamps, so
tesources Other Than Emergency, APS, or L

I e

=

Select Al Select Mone | (04 Cancel

3 Select the appropriate outcome(s).
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4  Click OK. The call outcomes now appear in the Call-Summary screen. To
edit/delete a call outcome, double-click it and change or deselect it in the
Edit Referral screen. You can also delete a call outcome by highlighting
it and pressing the DELETE key. Select Yes at the prompt.

Call - Summary
-

Caller {Ananymaus)
Caller Type  Friend
Consumet Abernathy, Joseph &

Call Type Incoming =] ) call Dutcomes
Referred By | PATH (Social WelFare) - ServicesfResources Other Than Emergency, APS, or L
Call Priority EL% Referrals
Start Date | 04/14/2008 .: (”U”_E)_ .
Start Time | 01:52:33 PM g 0(““"‘)"“&5
i (PONE

End Dat: 04/14/2008

" .a © 14 E@Eunsumer Assessments (this cally
End Time: 02:45:27 PM fer. (nong)
Complete? o =] @ Caller Assessments (this call)
potes 7 o)
This seems like it will be a long call, E‘E Service Deliveries

[
EI[:E{ Existing Call Notes for Abernathy, Joseph A&
[
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Creating Referrals

Use Referrals to search for appropriate services and programs for consumers
during the course of a phone call. Access Referrals through the call actions
pane, the call navigation pane, or on the SAMS I&R toolbar. The Search for
Services screen allows you to quickly locate referrals by using a variety of
program, site, and/or service search terms.

You can also generate an activity from the Search for Services screen.

Your user role must have permission to view, create, update, or delete
referrals. Additionally, the referrals area is subject to organizational
security - meaning that access may be limited by organization.

> To create a referral using the call-summary screen
1 Beginanew call.

-OR- Access an existing call. See Editing a Call (on page 46).

2 Double-click the Referrals heading.

3 Inthe Search for Services screen that appears, enter Search: criteria.

i Search for Services

Search;

Iadult

Providers: Details:

Elder Services OFf Berkshire o _~||Elder Services Of Berkshire County, Inc

County, Inc 1| phones

Franklin County Home Care i {215) 499-0524 [Main],

Corporation (B00) 544-5242 [Other],

Highland ¥alley Elder Services, & (300) 594-5242 [Other],

SeniorCare, Inc. | (413) H42-6443 [Fax]

Abcd Downbown Adulk Likerac ) Agencies

E_ ¥ Boston ElderINFO {(Information & Referral) [BEL], Elder Services of Berkshire

Action, Inc, P Caunky, Inc. [ESECT)

Active Day Medical Adul: Day Care (&) Services

adult Behavioral Medicine Center lg Home Care Services, Information and Assistance

Adult Care Solutions ) Sites

Elder Services OF Berkshire County Adult Family Ca, Elder Services O Berkshire

#Adult Children of Aging Parents - ) County Group Adult Fas

Weeks House Provider Types

Adult Community Day Center £ Agency Provider, 1& R Program and Service Pravider

Adult Dav Center at Youvile Place  J) LI

Referrals:

1 Add Referral | 2% Rernove Referral g EdibReferrall & Gererate ACHity.. ‘ [ St Referrals
Provider |Site | Sevices

284 Providers

4 The Providers: column populates with matching criteria. Highlight a
provider to populate the Details: pane with provider/service information.

Once you find the appropriate provider/service, double-click it.

-OR- Highlight the provider/service and click Add Referral IE in the

Referrals: pane.
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6 Inthe Add Referral screen that appears, select the appropriate service(s)
by selecting the Include? box. You can also associate a site with the
referral by using the Site: list.

Add Referral - Active Day Medical Adult Day Care E3

Services:

Mon-medical transportation
Programs and Agencies
Socilization

Specialists and Professional Services
Support Groups

Select Al

Deselect All | Site: I LI

oK. I Cancel |

7 Click OK. Your selection(s) appears in the Referrals: pane. You can also
click Cancel to close the Add Referral screen and search some more if
you don't see the information you are looking for.

i Search for Services [ ]

Search:
Iadult

Providers: Details:

Elder Services Of Berkshire Elder Services Of Berkshire County, Inc
County, Inc Phones

L

Franklin County Home Care
Corporation

Highland Yalley Elder Services,
SeniorCare, Inc.

Abcd Downtown Adult Likeracy
Action, Inc,

Adult Care Salutions
Adult Children of Aging Parents -
wheeks House

Adult Community Day Center
Adult Dav Center at Youvils Place

fk b Bhbhbke & &

KN

(413) 499-0524 [Main],
(300) 544-5242 [Other],
(A00) 544-5242 [Other],
(413) 442-6443 [Fax]
Agencies
Boston ElderINFO {Information & Referral) [BEL], Elder Services of Berkshire
County, Inc, [ESECI]

Active Day Medical Adul: Day Care Services
Adult Behavioral Medicine Center Haome Care Services, Information and Assistance
Sites

Elder Services OF Berkshire County Adult Family Ca, Elder Services OF Berkshire
County Group Adult Fos

Provider Types
Agency Provider, 18 R Program and Service Provider

Referrals:

J dd Referral | X Remove Referral g Edit Referral (8 Generate Activity... ‘ [E] Show Referrals

Provider

‘ Site:

|Serwcas | -

284 Providers

Active Day Medical Adult Day Care  Active Day of Wellesley
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Use the Show Referrals

E button to view the
details of an item
highlighted in the
Referrals: pane.

8

If you want to create an activity for a referral, highlight it in the

(&

Referrals: pane and click Generate Activity....*= |, Add information as
outlined in Entering Activities (on page 34) and click OK. The referral
appears with a checkmark icon next to it in the Referrals: pane.

B Add Activities | x|

[y =g (eE [T Consumer {Abernathy, Joseph A)

Action Referral
Subject Referral
Agency

Subprovider

Services Sarialization
Zare Program

Site

Status hot Started
Reason

Status Date 04/14j2008
Due Date

Start Date

Start Time

Date Completed

Time Completed

Follow-Up Status  Required
Follow-Up Date

Follows-Up Time

Creator Jess Boden

Format List

Provider Adult DayCare-Seniority Social/Adulk Day Care

Originated By BayPath Elder Services

13| 14| 15| 16| 17| 18| 19
200 21 22| 23| 24| 25| 26

Comments:

9 Click OK to remove the Search for Services screen from view.

10 The referral(s) now appear in the Call - Summary screen. If you added an
activity with the referral, the referral appears with a checkmark icon next
to it. Additionally, the activities appear under the Activities heading. To
edit/delete a referral, double-click it and change or deselect it in the Edit
Referral screen. You can also delete a referral by highlighting it and
pressing the DELETE key. Select Yes at the prompt.

Deleting a referral will not delete any activities you created with the
referral. You must delete those separately, if necessary.

Call - Summary

E Topics
[ Adult Day

Caller {Ananymaus,

Caller Type  Friend

Consumer Abernathy, Joseph &
Call Type Incoming

Referred By PATH (Social Welfare)
Call Priority

Start Date 04/14/2008

Start Time  01:52:33 PM

End Date 0414/2005

End Time 0:04:05 PM
Complete?  No

Mates

This seems lke it will be a long call,

= HaP
=13 call Outcomes
- Services/Resources Other Than Emergency, APS, ar L
=4 Referrals
+~Elgg) Adult DayCare-Seniority Socialfadult Day Care
i Services: Soclalization

[ Wheelchair Repair- Clinic & Loaner Prgrm OF Durabl
240 Activities
[ Referral - Active Day Medical Adult Day Care (Abernathy, Joseph A)
[ Referral - Adult DayCare-Seniority Socialjadult Day Care (Abernathy, Joseph A)
= @ Consumer Assessments (this call}
{none)
= @ Caller Assessments {this call}
{none)
= E Service Deliveries
{none)
E[:]Ef Existing Call Notes for Abernathy, Joseph A
{none)
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Entering Activities

Activities are events that happen as a result of, or after, a call. For example,
you could send out a brochure as a follow-up activity to a caller who inquired
about a specific program.

You cannot create activities for anonymous consumers/callers. Additionally,
Activities are subject to organizational privilege, which means your user role
must have permission to create activities for an agency.

Your user role must have permission to view, create, update, or delete
activities. Additionally, the activities area is subject to organizational
security - meaning that access may be limited by organization.

> To create an activity using the call - summary screen

1 Beginanew call.

-OR- Access an existing call. See Editing a Call (on page 46).

Double-click the Activities heading.
Use the Consumer/Caller list to select either the Consumer or the Caller.

| ConsumerfCaller | Consumer {Abernathy, Joseph A) Due Date: (Unspecified)

Subject
Agency
Provider
Subprovider
Services

Zare Program
Site

Status hot Started 0] 21] 22 23| 2] & %6

Reason 270 28| 29
Status Date 04/14j2008

Due Date

Start Date

Start Time

Date Completed

Time Completed

Follow-Up Status Mot Reguired
Follow-Up Date

Follows-Up Time

Originated By BayPath Elder Services
Creator Jess Boden

Earmat List oK I Cancel

Comments:
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4 Select an Action(s) from the Select Actions screen and click OK.

Select Actions [ %]

Inc?|Description | Ok
ally —
[] AFC Initial Assessment
AB [] AFC Referral
i Application Completed
D ¢ . )
—— 1| [0 application Mailed Deselect All |
EF [ Application Reviewed
a [ Assessment Cancel |
11
— Selected items
KL r only
M
op
QR
aT
Ly
'
¥z

5 Enter a Subject. Continue adding information as known or as needed, and
click OK when finished.

6 The activity now appears in the Call - Summary screen. To edit an
activity, double-click it and make any necessary changes in the Edit
Activities screen. To delete an activity, highlight it and press the
DELETE key. Select Yes at the prompt.

Call - Summary

Caller {Ananymaus, E\ Topics
Caller Type  Friend
Consumer Abernathy, Joseph &
Call Type Incoming Call Outcomes
Referred By  PATH (Social WelFare) -~ Services/Resources Other Than Emergency, APS, or L
Call Pricrity £ Referrals
Start Date  04/14/2008 [l ) Adulk E.)ayCartE-Seﬁi.ority Sodialfadult Day Care
Shart Tme 01152053 P Ié‘-\vl'\:l::z:;a‘l'r;ria‘;rsReDalr- Clinic & Loaner Prarm ©Ff Durabl
E:: ?i:: g:g;'figufm +-[# Referral - Active Day Medical .Ac!ult Das./ Care (Abernathy, Joseph A)
~[# Referral - Adult DayCare-Seniority SocialfAdul Day Care (Abernathy, Joseph A)
Complete? | o “[# Application Completed (Abernathy, Joseph A)

Hates =2 @ Consumer Assessments (this call}
This seems lke it will be a long call, e frione)
=2 @ Caller Assessments (this call)
{none)
=2 E Service Deliveries

{none)
E[{4 Existing Call Notes for Abernathy, Joseph A
{none)




36 SAMS I&R User's Guide

Assessments (Call - Summary

Screen)

Assessments allow you to make informed decisions when making referrals to
consumers/callers. Both Consumer and Caller Assessments store consumer
assessment sessions based on forms provided with SAMS and Omnia
applications. You can use the program to create new assessments for both
named and anonymous consumers/callers. Record an assessment from within
a call or from within a consumer/caller record.

When you record an assessment for a named consumer/caller, the assessment
can be retrieved from both the Call Log and the consumer/caller record.
Access assessments for a current caller using the Call Summary screen, or for
an existing caller through the 1&R Consumer Summary screen.

In the instance of an anonymous consumer, the assessment you complete will
be associated with the call - not an actual person. If both the caller and
consumer are anonymous, SAMS I&R only provides you with the option to
add a consumer assessment, so that the anonymous caller essentially becomes
both the caller and the consumer in the stored call record.

Remember that the goal of an assessment is to be able to gather enough
information to make informed referrals for a consumer. With this in mind,
even if the caller is named and the consumer is anonymous, you'll want to run
an anonymous consumer assessment.

Your user role must have permission to view, create, update, or delete
assessments. Additionally, the assessments area is subject to
organizational security - meaning that access may be limited by
organization.

> To record an assessment for a consumer/caller

1 Beginanew call.

-OR- Access an existing call. See Editing a Call (on page 46).
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2 Double-click Consumer or Caller Assessments.

€ New Assessment [ ]

Details:
= Assessment Form (a9 I
S:YOMNIALASSESSMENT FORMS\2008 - Ho = |
Marme Financial Assessmant Cancel

Author Jeff Benjamin
Last Updated 12/18/2007 2:42:25 PM
Wersion 1.0.3

Drganization
Care Program

Agency BavPath Elder Services
Prowider BayPath Elder Services
Subprovider

Site

[ Assessment
Dake of Assessment 04142008
Mext Assessment Date  10/14/2008
Assessar
Password
Werify Password

Comments

|

3 Use the Filename list to select the appropriate assessment form for this
consumer. If there are no forms available, select [Browse..].

4 Enter your name in Assessor. You can choose to password protect this
assessment by entering a Password and then entering it again in Verify
Password. SAMS 1&R automatically enters the Date of Assessment and
Next Assessment Date using today's date and the Reassessment Date
default.

5 Click OK.

6 SAMS may prompt you that your assessment contains indicators that
need to be saved. If the prompt appears, click Yes to continue.
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7 Enter data into the assessment as outlined in the SAMS User's Guide or
Help files. Access the Help files by selecting Search from the Help menu
and entering the appropriate terms.

J % Edit | E save [ save and Close | &h Print ‘ ==
J 4= Previous = hext | 92 3¢ 92| R Fird Queston |

History (3] Motes Properties
f P
[E] Go to Narrative | % Refresh

= D Financial Assessment PPLICANT INFORMATION
A, FIMANCIAL Abernathy
APPLIICT‘QE&:"C’QNT @ a.2. applicant's First Name? Joseph
B EanmaTIoN € 2.3 Applicant's Middle Initial? A

Bz, INCOME 0 b. Applicant's Date of Birth 05041951

3. FINANCIAL € o address 7 LOCKSLEY 5T
INSTITUTIONS @ 4. City/Town #cushnet
?#OEF’[-ESIEIIZ‘LHSVE) 0 e. Does the applicant have a Spouse? Wes
B, RENTAL 9 IF. If Ves, is the spouse alsa an applicant?
& DEDUCTION 2 g, Spouse's Mame
WORKSHEET ? 'h. Spouse's Date of Birth
B C. COST SHARE
@ Marrative

8 When finished, click Save and Close.

9 The assessment now appears in the Call - Summary screen. To edit an
assessment, double-click it and make any changes necessary. To delete an
assessment, highlight it and press the DELETE key. Select Yes at the
prompt.

Call - Summary

Caller (Anonymaous) Topics

Caller Type  Friend : Adult Day

Consumer Abernathy, Joseph & -E VHAR

Call Type Incoming =] () Call Outcomes

Referred By | PATH (Sorial Welfare) “ee ServicesfResources Other Than Emergency, AP35, or L
Call Priority 53 Referrals

StartDate  04/14/2008 S adule Daycan.a-Selj\ority Socialfadul: Day Care
Start Time 01:52:33 PM r;‘--\p;::ie‘lti::;rsRepalr- Clinic & Loaner Prgrm OF Durabl
End D.ate 04(14/2008 Referral - Active Day Medical Adulk Day Care {Abernathy, Joseph A)
End Time 04635 PM Referral - Adulk DayCare-Seniority Socialiadult Day Care (Abernathy, Joseph A)
Complete? Mo Application Completed {Abernathy, Joseph A)
Motes =l @ Consumer Assessments (this call)
i Home Care Program Financial Assessment - 2008 - 04/14/2008
Basic NAPIS Intake Assessment - 04)14/2008
=] @ Caller Assessments (this call)
Lo (nonE)
EE Service Deliveries
(none)
E[:](_Ef Existing Call Notes for Abernathy, Joseph A
(none)

This seems like it will be a long call.
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Service Deliveries

Service Delivery Templates can be used to save different types of service
deliveries when saving a call record. You can save services to a consumer, or
to a consumer group. The ability to customize how services are recorded in
the context of a call is available under 1&R Settings (see "Configuring I&R
Settings" on page 4) in the Options menu.

For more information about service templates, including how to add a service
template, see the SAMS User's Guide or the SAMS Help files. To access the
Help files, select Search from the Help menu and enter 'Service Delivery
Templates' as the search term.

Your user role must have permission to view, create, update, or delete
service deliveries. Additionally, service deliveries are subject to
organizational security - meaning that access may be limited by
organization.

> To add a service delivery to the call - summary screen
1 Beginanew call.

-OR- Access an existing call. See Editing a Call (on page 46).

2 Double-click the Service Deliveries heading.

£: Record Service Deliveries

i , Filter lisk ko consurmet's enrollments
Service Templates: s’

Inc? |Descripkion

Care Program Service Agen:
rmakion and As: — o

Edit | Delete | Service Date: |U4I14I2008 oK I Cancel
Uniks: I1DD—

3 Select the Inc? box next to the template you want to include in the Record
Service Deliveries screen.
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4 |If the Filter list to consumer's enrollments box is selected, the Record
Service Deliveries screen shows ONLY those enrollments in which the
consumer is currently enrolled. Check this box if you do not want to
create any new consumer enrollments.

-OR- To automatically enroll the consumer for services that they are not
enrolled in, leave the Filter list to consumer's enroliments box unselected
and check the Auto-Enroll box. Select Yes at the prompt. This
automatically creates/updates the consumer's enroliment record so that
the selected services can be delivered.

5 Modify the Service Date and the number of Units, if necessary.
6 Click OK. Wait as your service deliveries are recorded.

£ Saving Service Deliveries...

BayPath Elder Services - Information and Assistance {Beacon
Consumer Group)

Loading client group 'Beacon Consumer Group', .,

Beacon Consumer Group has a matching care enrollment For WAPIS - Title IIT'
during the period 10/2/2006 - (Unspecified).

Searching for an existing service record For ‘Beacon Consumer Group' that
matches the service template - 'BayPath Elder Services - Information and
Assistance (Beacon Consumer Group)'...

A matching service record exists,

Zancel |

7 Your service deliveries now appear in the Call - Summary screen. To edit
a service delivery, double-click it and make any necessary changes in the
Service Delivery screen. Click Save and Close when you are done. To
delete a service delivery, highlight it and press the DELETE key. Select
Yes at the prompt.
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Editing or Deleting Existing Call

Notes

When a user enters notes into the call details pane for a consumer, they are
saved with the call. Later, when you access a saved call, the notes appear
under the Existing Call Notes... heading.

To edit existing call notes

1 Access a previously entered call. See Editing a Call (on page 46)for
more information.

2 If there are existing notes for the consumer, they appear under the
Existing Call Notes... heading in the call actions pane.

3 Double-click the notes. They appear under the Notes section in the call
details pane.

Edit or delete the notes.
Save or Save and Close the call.

Call - Summary

Caller Aabernathy, James El Topics
Caller Type  {Self) S {MIOMEY
Consumer  Abernathy, James =] (G Call Dutcomes
Call Type Tncoming e (none)
Referred By E‘-@ Referrals
Call Pricrity o {none)
StartDate | 04(14/2008 g @(:;:L‘;i““
Start Time US:37:07 PN = @ Consumer Assessments (this call) D wblg'cliCk Thg notes
EndDake  D4/14/2008 P o) here so that they
End Tirne 06:13:25 P EI@ Caller Assessments (this call) “Pﬁeﬂ" under' !\b:‘as in
Complete? Mo [ the call details pane.
Motes EIfR Service Deliveries
Here are some notes, @ Information and Assistance (Abernathy, James)

B[4 Existing Call Notes for Abernathy, James

Lo {none)
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Pausing a Call

You can pause a call if necessary. The I&R toolbar keeps a running record of
the number of seconds for which the call has been paused. You can only

pause new calls.

» To pause the call timer

1 Start a new call.

i Social Assistance Management System - [(Anonymous) - Call]

@Elle Edit W¥iew Tools Window Help

¢ Consumers | @Activit\es & Referrals ‘ @Rosters | @Routes ‘ (%l Reports ‘ [l Contracts | =

nit Distribution | “ﬁf"lnvoices |@Payments |

@ Mew Call @ CallLog (M Search For Services |

‘ {anonymaus) - Call |

Caller
Caller Type
Consumer
Call Type
Referred By
Call Priarity
Start Date
Start Time
End Date
End Time
Complete?
Mobes

J X Close Cal | B save 5 Save and Clos

LANOMYMaUs)
(5elf)
LANOMYMOUS)
Incoming

04142008
04:58:58 PM
04/14j2002
05:29:16 PM
oy

Il Pause

Print Preview Call &5 Print Call | Caller , Consumer ..

=B Topics

e (nome)

=63 Call Dutcomes

“ee {noONE)

E@ Referrals

e (nORE)

=% Activities
{nonge)

= @ Consumer Assessments (this call)
(nonge)

= @ Caller Assessments (this call)

e (nome)

=B Service Deliveries

“[# Information and Assistance (Beacon Consumer Group)

| JBODEN |SAMSZK_MA_SANDBOX_FIELDTEST_I1D | 4{14/2008

5:35 PM

v

2 Click Pause E on the toolbar. It switches to Resume and a call timer

appears.

Abernathy, James - Call |

Conkents

Caller

J X Close Call ‘ H Save ﬁﬁave and Clos

» Resume 5 Mins 33 Secs

Abernathy, James

Caller Type  {Self) e (PONE)
Consumer  Abernathy, James =13 call Dutcomes
Call Type Incoming (nane)

L L C e

Print Prewview Call épmnt Call ‘ Caller , Consumer ..

E Topics

3 Click Resume m when you are ready to resume the call timing.
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Printing a Call Summary

To preview the call summary before printing, click Preview Call in step 2.
SAMS I&R can prompt you after every call to print a call summary. See
Configuring 1&R Settings (on page 4) for more information.

» To print a call summary

1 Beginanew call.

-OR- Access an existing call. See Editing a Call (on page 46).

2 Click Print Call @ on the toolbar.

-OR- From the File menu, select Print.

3 Inthe Print Call screen, select the Call Sections you would like to print.
The Print Call screen defaults to the Call Sections you selected last.

= Print Call

Choose Call Sections:

% Consumer Details

® Caller Details

O Topics {0)

[ A call Outcomes (0)

O __‘% Referrals (D)

[ % Activities (0)

O EService Deliveries (1)

O 'Cf.;s Consumer Assessments {0)
[ +:Caller Assessments (0)

Zancel | Select Al | Deselack .0.II|

4 Click OK.

5 If necessary, select a printer and click Print.
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Using the Call Log

SAMS I&R stores call records in a Call Log. Use the call log to edit or delete
previously entered calls. The call log can also print summaries of individual
calls.

You change the different sections of a call record (topics, referrals, etc) using
the same procedures as when the call was entered. See Call Taking Overview
(on page 21) for more information.

You can customize the Call Log view just as you can any other list screen in
SAMS, to include adding and removing columns. See the SAMS User's
Guide or the SAMS Help files for more information about customizing the
screen. To access the Help files, select Search from the Help menu and enter
the appropriate search terms - e.g. 'sorting pages.'

Your user role must have permission to view, create, update, or delete a
call history in order to use the call log. Additionally, the call log is subject
to organizational security - meaning that access may be limited by
organization.

iz Social Assistance Management System - [Call Log]
¢ File Edit wiew Tools Window Help = 1[‘

@ Consumers | @Activities&ReFerrals | @Rusters | @Ruutes | @ Reports | ECUntracts | % Unit Distribution | glnvuices ‘ %Payments

3 new Call [@w Call Log M Search for Services

Call Log | Abernathy, James - Call |
X Close CallLog | [ MewcCal [= OpenCal 2% Delete Call

Page Navigation
Toolbar
W Clear 7 Filter | @Find call... ‘ % Refresh ‘ & print Call... [& Print ieve Call,

41408 5:37 PM - 4/14/08 1:05 PM * Date Created '1- Previous = [ext 1) Sort Current Page

Call Log - Sorted By Date Created
Caller Type Corpl..
4 4714 1 |BayPath Elder 5 Incaming Abernathy, James Self, Abernathy, = u u
4/14/08 ;58 PM  414/03 159 PM  BayPath Elder Services Incarning (Anonymaus) (Selfy (Anonymaus) O 1
4/14J08 1;52 PM 41408 1:56 PM  BayPath Elder Services Incaorming Abel, Shiley Friend Abernathy, Joseph & O (]
4/14J08 LIO9PM  414/08 1:21 PM  BayPath Elder Services Incaming (Anonymaus) (5elfy (Anonymaus) O 1
4/14f08 1:0SPM  4/14/08 1:06 PM  BayPath Elder Services Incoming Abel, Shirley i5elfy Abel, Shirley O (]

[] [

4/14f08 1:0SPM  4f14/08 1:05PM  BayPath Elder Services Incaming (Ananymous) (5elfy (Anonymous)

4 »

Page 1, & of 6 Items, 1 Selected JBODEM SAMSZE_MA_SAMDEOY_FIELDTEST_110 | 4/14/2005 EU3PM
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Finding a Call in the Log

You may need to find a particular call in the log to modify a note or to edit an
activity. SAMS I&R gives you the ability to search for a call record in many
different ways: by call details, date, consumer, and organization.

You can also click the title of a column to have SAMS re-sort the call records
by the information found in that column. For instance, clicking the Caller
title will sort all the records alphabetically by caller name.

> To use the call filter
1 Click Call Log on the SAMS I&R toolbar.
2 Click Filter on the toolbar.

Y Call Filters H
Filter calls by the following criteria:
= Filter By “
Match Type All of the criteria —
= Ccall
Call Type: Incoming
Caller Type Friend
Priarity
Referred By
Complete?
Referral Made?
Create User Name Like
Update User Mame Like
= Call Date
Date Date Created
n Or After
On Or Before
=] Consumer
Consurner Mame Like
Consumer Type
Caller Name Like
Caller Type
=] Organization I

State Unit

Agency

|

K| concd | cleaar |

3 Enter information in as many fields as necessary. If your search is turning
up no or only a small number of records, try creating broader search

Click Clear All to remove filters.
information from all the 4 Click OK.
fields.

SAMS I&R filters the Call Log list so that it displays only those records
that meet your filter criteria.
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Editing a Call

» Toeditacallinthe call log
1 Click Call Log on the SAMS I&R toolbar.

2 Find and highlight the appropriate record in the Call Log screen - see
Finding a Call in the Log (on page 45).

3 Click Open Call @ on the toolbar.

-OR- Right-click and chose Open Call.... -OR- CTRL+0. -OR- Double-
click it.

4  Enter or modify information about the call as outlined in Call Taking
Overview (on page 21).

When finished, Save and Close the call.
To close the Call Log, click Close Call Log on the toolbar.

-OR- From the File menu, select Close Call Log.

Removing a Call

» To remove a call from the call log
1 Click Call Log on the SAMS I&R toolbar..

2 Find and highlight the appropriate record in the Call Log screen - see
Finding a Call in the Log (on page 45).

3 Click Delete Call on the toolbar.

-OR- Right-click and select Delete Call. -OR- CTRL+D.

4 At the prompt, click Yes to confirm or No to cancel.

Printing from the Call Log

> To print a call summary from the call log
1 Click Call Log on the SAMS I&R toolbar.

2 Find and highlight the appropriate record in the Call Log screen - see
Finding a Call in the Log (on page 45).
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3 Highlight the appropriate record or records. Hold down the CTRL
(control) key when selecting to choose multiple records.

4  Click Print Call @ on the toolbar.

-OR- Right-click and select Print Call. -OR- CTRL+P.

Z: Print Call

Choose Call Sections:

i} Consumer Details

& Caller Details

|:| Topics

[ 3 call Outcomes

[0 Zineferrals

[ % Activities

[0 B3 service Deliveries

] @ Consumer Assessments
[] <&:caller Assessments

Cancel | Select Al | Deselect P.Ill

5 Select the Call Sections you want to print.
6 Click OK.
7 If necessary, select a printer and click Print.
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Call Navigation Pane

The Call - Summary Screen (on page 20) section describes how to navigate a
call from that screen. However, as we touched upon in that section, you can
access most of the same areas to the left of the Call - Summary screen in the
call navigation pane. This section takes you through entering call information
using the call navigation pane. We suggest using the call actions pane for
maximum efficiency, though, as using the call navigation pane requires extra
steps.

.Social Assistance Management System - [(Anonymous) - Call]

Call - Summary

{Anonymaus) &2 Topics
Caller Type  (Self) G (noONE)
Consumer  (Anonymaus) all Dutcomes
Call Type Incoming
Referred By

Call Priority
StartDate  04/16/2008 |I
Start: Time 10:37:10 AM |I

] % Activities

(none)

= & C s (this call)
- {nonej
Z: Caller Assessments (this call}
- {nonej

= Service Deliveries

G (MoOnE)

End Date 04/16/2003
End Time 10:37:24 AM
Complete? Mo

Motes
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Referrals

This section looks at creating, editing, and deleting a referral from the Call -
Referrals screen. You can also add Activities (see "Entering Activities" on
page 34) from a referral.

Use Referrals to search for appropriate services and programs for consumers
during the course of a phone call. Referrals can also be added in the Call -
Summary Screen (on page 20) call actions pane and on the SAMS I&R
toolbar.

Your user role must have permission to view, create, update, or delete
referrals. Additionally, the referrals area is subject to organizational
security - meaning that access may be limited by organization.

I @8 Add Referral 7 Edit Referral 3% Delete Referral | Generate Ackivity | % Find

Contents Call - Referrals

e Medical equipment

» To add a referral in call - referrals screen

1 Beginanew call.

-OR- Access an existing call. See Editing a Call (on page 46).

Click Referrals in the call navigation pane.
Click Add Referral on the toolbar

-OR- Right-click and select Add Referral. -OR- Select Add Referral from
the File menu.-OR- CTRL+N.
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4

In the Search for Services screen that appears, just enter Search: words.

SAMS automatically begins loading appropriate referrals.

i Search for Services

Search;
faduir

Providers: Details:

Elder Services Of Berkshire _*|[Elder Services Of Berkshire County, Inc
County, Inc —1| Phones

Franklin County Home Care
Corporation

Abcd Downtawn Adulk Likeracy
Action, Inc,

Adult Care Solutions

Adult Children of Aging Parents -
Weeks House

Adult Community Day Center

(413) 499-0524 [Mair],
(800) 544-5242 [Other],

Highland Valley Elder Services, (300) 544-5242 [Other],
SeniorCare, Inc. (#13) 442-6443 [Fax]
Agencies

Boston ElderINFO {(Information & Referral) [BEL], Elder Services of Berkshire
County, Inc. [ESECT]

Active Day Medical Adult Day Care Services
Adult Behavioral Medicine Center Home Care Services, Information and Assistance
Sites

Elder Services OF Berkshire County Adult Family Ca, Elder Services O Berkshire
County Group Adult Fos

Provider Types
Agency Provider, 18 R Program and Service Pravider

ik b bhbhhkk & &

[T

Adult Dav Center at Youville Place

Referrals:

L AddiReferral | 7% Remove Referral g Edit Referral M8 Generate Activity. . ‘ [, Show Referrals
Provider |Site | Setvices

284 Providers

5 The Providers: column populates with matching criteria. Highlight a
provider to populate the Details: pane with provider/service information.

6 Once you find the appropriate provider/service, double-click it.

-OR- Highlight the provider/service and click Add Referral IE in the
Referrals: pane.

7 Inthe Add Referral screen that appears, select the appropriate service(s)
by selecting the Include? box. You can also associate a site with the
referral by using the Site: list.

Add Referral - Active Day Medical Adult Day Care E

Services:

Health Professional and Specialists
Mon-medical kransportation
Programs and Agencies
Socialization

Specialists and Professional Services
Support Groups

Select Al

Deselect All | Site: I LI

=]

Cancel |
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Use the Show Referrals

@ button to view the

details of an item
highlighted in the
Referrals: pane.

8 Click OK. Your selection(s) appears in the Referrals: pane. You can also
click Cancel to close the Add Referral screen and search some more if
you don't see the information you are looking for.

i Search for Services

Search;
Iadult

Providers: Details:

Elder Services OFf Berkshire Elder Services Of Berkshire County; Inc
County, Inc Phones
Franklin County Home Care {215) 499-0524 [Main],
Corporation (B00) 544-5242 [Other],
Highland ¥alley Elder Services, (800) 544-5242 [Other],
SeniorCare, Inc. (413] 42:6443 [Fan]
bed Downtown Adult Literac: Agencies
Al E ¥ Boston ElderINFO {(Information & Referral) [BEL], Elder Services of Berkshire
Action, Inc. County, Inc. [ESECT]

LI

Active Day Medical Adult Day Care Services
Adult Behavioral Medicine Center Home Care Services, Information and Assistance
Sites

Adult Care Solutions

Adult Children of Aging Parents -
Weeks House

Adult Community Day Center
Adult Dav Center at Youville Place

Elder Services OF Berkshire County Adult Family Ca, Elder Services O Berkshire
County Group Adult Fos

Provider Types
Agency Provider, 1& R Program and Service Pravider

Bk b bhbhbhk & &

T

Referrals:

1 Add Referral | X Reprve Referral g Edit Refiarral (8 Generate Activity... ‘ B}, show Refierrals
Provwider \5|te |Serwces |;[
Active Day Medical Adult Day Care  Active Day of Wellesley
Active Day Medical Adult Day Care  Active Daycare of New Bedford
Actiy ical Adul: Day Day care and Respite

284 Providers

9 If you want to create an activity for a referral, highlight it in the

Referrals: pane and click Generate Activity...@. Add information as
outlined in Entering Activities (on page 34) and click OK. The referral
appears with a checkmark icon next to it in the Referrals: pane. To create
activities, your user role must have permission to do so.

You can also add an activity for the referral later by clicking Generate
Activity on the toolbar.

B Add Activities [x]

C Consumer (Abernathy, Joseph A) | DueDate: {Unspecified)
Action Referral i
Subject Referral
Agency
Provider Adult DayCare-Seniority Socialf Adulk Day Care 1 2 3 4 5
b0 — 6| 7] 8] 9| w] 1]
Services Sociglization
Care Program 13) 14| 15| 16| 17| 18] 19
Site
Status Rok Started 0] 21] 22 23| 24) | 6
Reasan 27| =8| 29| =
Status Date 0414/2005
Cue Date
Start Date .
Start Time:
Date Completed
Time Completed
Follow-Up Status  Required
Follow-Up Date
Follow-Up Time
Originated By BayPath Elder Services
Creator Jess Boden

Earmat List oK I Cancel |

10 Click OK to remove the Search for Services screen from view.
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11 The referral(s) now appear in the Call - Referrals screen. If you added an
activity with the referral, the referral appears with a checkmark icon next
to it. Additionally, the activities appear in the Activities area.

Deleting a referral will not delete any activities you created with the
referral. You must delete those separately, if necessary.

> To edit a referral in the call - referrals screen
1 Access an existing call. See Editing a Call (on page 46).
2 Click Referrals in the call navigation pane.

3 Highlight the referral you want to change and click Edit on the toolbar.

-OR- Select Edit from the File menu. -OR- CTRL+O.

4 |In the Edit Referral screen, select a new Service. You can also deselect
the service without choosing another. Modify the Site: if necessary.

Edit Referral - Highland Valley Elder Services, Inc. Ed

Services:

Service -

Adult Foster Care

HOM Meal Lunch Weekday Haot

HOM Meal Supper Weekday Cold

HOM Meal Weekend or Holiday Frozen

Information and Assiskance

Respite - Adult Foster Care

Screening)Acute In Hospital

ScreeningfA0H Conversion

ScreeningfA0H Health Pre-Admission el

ScreeningfAFC Conwersion

acreeningf AFC Pre-Admission

ScreeningfCommunity

acreeningfiContinued Stay

SCreeningficssM

Screening)Frail Elder waiver Initial

ScreeningfFrail Elder Waiver Reassessment LI
=

I o e o o o 4

Select Al Deselect Al | Site: I

5 Click OK.
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> Toremove a referral in the call - referrals screen

1
2
3

Access an existing call.
Click Referrals in the call navigation pane.

Highlight the referral you want to change and click Delete Referral on the
toolbar.

-OR- Right-click and select Delete Referral. -OR- CTRL+D.

Select Yes at the prompt.
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Activities

Activities are events that happen as a result of, or after, a call. For example,
you could send out a brochure as a follow-up activity to a caller who inquired
about a specific program.

Activities can also be generated from Referrals (see "Creating Referrals” on
page 30).

You cannot create activities for anonymous consumers/callers. Additionally,
Activities are subject to organizational privilege, which means your user role
must have permission to create activities for an agency.

This section looks at adding, editing, and deleting activities from the Call -
Activities screen.

Your user role must have permission to view, create, update, or delete
activities. Additionally, the activities area is subject to organizational
security - meaning that access may be limited by organization.

[ Add Activity 7 Edi activity 2% Delete Ackvity | B Find | &5 Print Activity [, Prink Preview Activity

Cantents

Cansumer Co... Due Date Date Com... | Su... #Ackion Status Create User Agency Provider |
Abernathy, James (] Re... Referral ¥ Mot Started Sysadmin Account Advanta, .,

» To add an activity from the call - activities screen

1 Beginanew call.

-OR- Access an existing call. See Editing a Call (on page 46).

2 Click Activities in the call navigation pane.
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Click Add Activity on the toolbar

-OR- Right-click and select Add Activity. -OR- Select Add Activity from
the File menu.-OR- CTRL+N.

Use the Consumer/Caller list to select either the Consumer or the Caller.

| ConsumerfCaller | Consumer {Abernathy, Joseph A) Due Date: (Unspecified)
5i

Subject
Agency
Provider
Subprovider
Services
Care Program 13) 14| 15| 16| 17| 18] 19
Site

Status hot Started 0] 21] 22| 23| 24 5| 6
Reason 27| 28| 29| 20
Status Date 0414/2008

Due Date

Start Date

Skart Time

Date Completed

Time Completed

Follow-Up Status Mot Reguired
Follow-Up Date

Follows-Up Time

Originated By BayPath Elder Services
Creator Jess Boden

Earmat List oK I Cancel |

Comments:

Select an Action(s) from the Select Actions screen and click OK.

Select Actions [ %]

Inc?|Description | Ok
ally —
[] AFC Initial Assessment
AB [] AFC Referral
i Application Completed
D ¢ . )
—— 1| [0 application Mailed Deselect All |
EF [ Application Reviewed
a [ Assessment Cancel |
11
— Selected items
KL r only
M
op
oR
aT
Ly
'
¥z

Enter a Subject. Continue adding information as known or as needed, and
click OK when finished.



56 SAMS I&R User's Guide

» To edit an activity in the call - activities screen

1
2
3

Access an existing call. See Editing a Call (on page 46).
Click Activities in the call navigation pane.

Highlight the activity you want to change and click Edit Activity on the
toolbar

-OR- Right-click and select Edit Activity. -OR- Select Edit Activity from
the File menu.-OR- CTRL+O.

Modify the activity as needed.
Click OK.

> To delete an activity in the call - activities screen

1
2
3

Access an existing call.
Click Activities in the call navigation pane.

Highlight the activity you want to remove and click Delete Activity on the
toolbar

-OR- Right-click and select Delete Activity. -OR- Select Delete Activity
from the File menu.-OR- CTRL+D.

Select Yes at the prompt.
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Topics

Topics are the subjects discussed during the course of a call. You can choose
multiple topics at once, or come back during the course of a call and add
more.

This section looks at adding, editing, and deleting topics in the Call - Topics
screen.

Your user role must have permission to access, create, update, and delete
topics.

Cantents

I [ add Topics ¢F Edit Topic % Delete Topic ‘ %Find '

Topic Topic Category Plannings Cutcome Time Spent | MNotes
Abuse/Meglect/Exploita, .,  Other 1 item z

» To enter a call topic using the call - topics screen
1 Beginanew call.

-OR- Access an existing call. See Editing a Call (on page 46).

2 Click Topics in the call navigation pane.
3 Click Add Topics on the toolbar.

-OR- Right-click and select Add Topics. -OR- Select Add Topics from the
File menu. -OR-CTRL+N.
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Click either the Topic or
Category heading to
change the alphabetical
sort order of the columns.

Add Call Topics | x|

Topics:

Include? | Topic

|Categnry

AbuseMeglect/Exploitation

Assisted Living Facilities

Assistive Technology

Attendent Services Prog,
Budgeting/Paying Bils

Burial Accounts/Issues

Cating Homes

Chores

City Department

Community Choices Pragram
Community Education {CG events,

i o o | |

|

Institutional Care
HealthfIn-Home Services
HealthfIn-Home Services
Financial Assistance
Financial Assistance
ASAP Services
HealthfIn-Home Services
Other

ASAP Services

Other

|Outcnme | -
Other

s
seminars...) -

Time Spent:  Comments:
|5 EI MNeeds some ass\stancel

Plannings:

Prevention ar Future planning

oK I Cancel

If you select multiple

topics, SAMS I&R copies 4 Enter the minutes spent for each topic in Time Spent:.
the same Time Spent, . . .
Outcome, and Comments 5 Inthe Outcome column, use the Outcome list to select the topic action

to each record. that resulted from the call, if possible.

6 Under Plannings:, select the appropriate box under Include?.
7 Enter any Comments as needed.
8 When you are finished, click OK.

» To edit topics in the call - topics screen
1 Access an existing call.
2 Click Topics in the call navigation pane.

3 Highlight the topic you want to change and click Edit Topic on the toolbar

-OR- Right-click and select Edit Activity. -OR- Select Edit Activity from
the File menu.-OR- CTRL+O.

4 Modify the topic as needed.
5 Click OK.
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> To delete an activity in the call - topics screen

1
2
3

Access an existing call.
Click Topics in the call navigation pane.

Highlight the topic you want to remove and click Delete Topic on the
toolbar

-OR- Right-click and select Delete Topic. -OR- Select Delete Topic from
the File menu.-OR- CTRL+D.

Select Yes at the prompt.
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Qutcomes

Call Outcomes refers to the actions that result from a phone call. For
instance, a call may refer a consumer to Adult Protective Services or Private
Long Term Care services. The Agency Call Report displays Call Outcome
information.

This section looks at adding, editing, and deleting outcomes from the Call -
Outcomes screen.

Your user role must have permission to access, create, update, and delete
outcomes.

I [ AddiEdit outcome 3% Delete Dutcome | %F\nd

Cantents Call - Qutcomes
Oubcome

EBrief or shart-term services, follow-along, or ser

» To add/edit a call outcome using the call - outcomes screen

1 Beginanew call.

-OR- Access an existing call. See Editing a Call (on page 46).

2 Click Outcomes in the call navigation pane.
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3 To add/edit a call outcome, highlight any outcome and click Add/Edit
Outcome on the toolbar.

-OR- Right-click and select Add/Edit Outcome. -OR- Select Add/Edit
Outcome from the File menu. -OR- CTRL+N.

Call Outcomes ]|

Qukcormes:

Incude? | Outcome |
Adult Protective Services

Brief or short-term services, Follow-along, or ser
Ermergency Services

Family Care Function Screen

Follow-Up Contact From RC - but not referred For s
Long Term Care ServicesfResources/Information
Other Services/Resources/Information

Privake Long Term Care Services

Public Funding: Medicare, medicaid, foodstamps, so
5 rces Other Than Emergency, APS, or L

I o

=

Select Al Select Mone | (04 Cancel

4  Select/deselect the appropriate outcome(s).
5 Click OK.

> To delete an activity in the call - outcomes screen
1 Access an existing call.
2 Click Outcomes in the call navigation pane.

3 Highlight the outcome you want to remove and click Delete Outcome on
the toolbar

-OR- Right-click and select Delete Outcome. -OR- Select Delete Outcome
from the File menu.-OR- CTRL+D.

4 Select Yes at the prompt.
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Assessments

Assessments allow you to make informed decisions when making referrals to
consumers/callers. Both Consumer and Caller Assessments store consumer
assessment sessions based on forms provided with SAMS and Omnia
applications. You can use the program to create new assessments for both
named and anonymous consumers/callers. Record an assessment from within
a call or from within a consumer/caller record.

When you record an assessment for a named consumer/caller, the assessment
can be retrieved from both the Call Log and the consumer/caller record.
Access assessments for a current caller using the Call - Summary screen, or
for an existing caller through their Consumer - Summary screen.

In the instance of an anonymous consumer, the assessment you complete will
be associated with the call - not an actual person. If both the caller and
consumer are anonymous, SAMS I&R only provides you with the option to
add a consumer assessment, so that the anonymous caller essentially becomes
both the caller and the consumer in the stored call record.

Remember that the goal of an assessment is to be able to gather enough
information to make informed referrals for a consumer. With this in mind,
even if the caller is named and the consumer is anonymous, you'll want to run
an anonymous consumer assessment.

Your user role must have permission to view, create, update, or delete
assessments. Additionally, the assessments area is subject to
organizational security - meaning that access may be limited by
organization.

-‘F_’E,NEW Assessment @Edit Assessment %Delete Assessment | @ SAMSApp | @aBsneFitsChsckUp 5\9"LIS Application | éprint ‘ EHistury | @ Reassess |

051312007
12{13/2006 06/13j2007 01j24/2007 04:14:0... REGISTEREDMURSE Comprehensive Data Set - Ho...  S:Omniaiasses
01/24j2007 07/24j2007 01/24/2007 03:39:5,,, REGISTEREDMURSE Comprehensive Data Set - Ho,., | S:\Omnialfsses
01/23j2007 07/23j2007 01232007 03:02:5... CASEMANAGER Home Care Program Finandial ... S:Omniaiasses
01/19j2007 07/19j2007 011942007 10:02:2,,,  Sysadmin Comprehensive Data Set - Ho,., | S:\Omnialfsses
01/16j2007 07/16j2007 01j16/2007 11:20:1... Sysadmin Home Care Program Finandial ... S:Omniaiasses
01/15/2007 07/15/2007 01/15/2007 10:53:2,,, MUTRITIONDIRECTCR  Elderly Mutrition Program Inkak... S:\OmnialAsses
12{28/2006 06/28j2007 01j04/2007 04:35:0... CASEMANAGER Elderly Nutrition Pragram Home. .. S:Omniaiasses
12113/2006 061132007 12/18/2006 04:24:0,,, CMSUPERVISOR Mursing Facility C55M Assessm.., | S:\OmnialfAsses
12{13/2006 06/13j2007 12/13/2006 09:54:0... REGISTEREDNURSE Comprehensive Data Set - Ho...  S:Omniaiasses

1143042007 05)31/2007 05:22:2,,,  KMACMAHCON Massachussets Comprehensive, .. S:\OmnialfAsses
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> To record an assessment for a consumer/caller

1 Beginanew call.

-OR- Access an existing call. See Editing a Call (on page 46).

2 Click Consumer Assessments or Caller Assessments in the call

navigation pane.

3 Click New Assessment on the toolbar.

-OR- Right-click and select New Assessment. -OR- Select New
Assessment from File menu. -OR- CTRL+N.

@ New Assessment [ %]

Details:

Author
Last Updated
Yersion

[=] Organization
Care Program
Agency
Provider
Subpraovider
Site

[ Assessment
Dake of Assessment

Assessar
Password
Werify Passwiord

Comments

Jeff Benjamin
12/18/2007 Z:42:25 PM
1.0.3

BayPath Elder Services
BavPath Elder Services

0414/2008

Mexk Assessment Date | 10/14/2005

= Assessment Form [el’4 I
SHOMNIAASSESSMENT FORMS\2008 - Ho = |
Mame Financial Assessment Zancel

|

4 Use the Filename list to select the appropriate assessment form for this
consumer. If there are no forms available, select [Browse..].

5 Enter your name in Assessor. You can choose to password protect this
assessment by entering a Password and then entering it again in Verify

Password. SAMS I&R automatically enters the Date of Assessment and
Next Assessment Date using today's date and the Reassessment Date

default.
6 Click OK.

7 SAMS may prompt you that your assessment contains indicators that
need to be saved. If the prompt appears, click Yes to continue.
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8 Enter data into the assessment as outlined in the SAMS User's Guide or

Help files. Access the Help files by selecting Search from the Help menu
and entering the appropriate terms.

J % Edit | E save [ save and Close | &h Print ‘ == 9 | [BHistory [ Motes 5" Propertios |

EID Financial Assessment
L A, FIMANCIAL
APPLICATION
1. APPLICANT
B irormaTion
- 2, INCOME
3, FINANCIAL
INSTITUTIONS
g ELIGIBILITY
(FOR ASAP LISE)
E. REMTAL
DEDUCTION
WORKSHEET

(- €. COST SHARE

J 4= Provious =P Next | L R| R Find Question | @

.2, App &7
e a.3. Applicant's Middle Initial?
0 b. Applicant's Date of Birth
0 €. Address

0 d. City/Town

0 e. Does the applicant have a Spouse?

9 IF. If Ves, is the spouse alsa an applicant?
9 g, Spouse's Mame

? ' h. Spouse's Date of Birth

[E] Go to Narrative | % Refresh

Abernathy
Joseph

A

05041951

7 LOCKSLEY 5T
Acushnet

Yes

e @ Marrative

9 When finished, click Save and Close.

» To edit consumer/caller assessments
1 Access an existing call.

2 Click Consumer Assessments or Caller Assessments in the call
navigation pane.

3 Highlight the assessment you want to change and click Edit Assessment
on the toolbar

-OR- Right-click and select Edit Assessment. -OR- Select Assessment
from the File menu.-OR- CTRL+O.

Modify the assessment as needed.

When finished, click Save and Close.

» To delete consumer/caller assessments
1 Access an existing call.

2 Click Consumer Assessments or Caller Assessments in the call
navigation pane.

3 Highlight the assessment you want to remove and click Delete
Assessment on the toolbar

-OR- Right-click and select Delete Assessment. -OR- Select Delete
Assessment from the File menu.-OR- CTRL+D.
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4  Select Yes at the prompt.
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Reports

SAMS offers several highly customizable &R Reports that help you make
the most of your organization's call information.

Your user role must have permission to access, create, update, and delete
reports.

Eg - !
o ks

SAMS Call Mailing Label Report: Avery 5160 Labels generated For callers or consumers of filtered calls
SaMS Call Profiler Repart Surmmaty Report of Call count For selected graup

SAMS Call Referral Report Cross Tab summary of Call Referrals

SAMS Call Surmary Report A listing of Calls based on selected filkers

SAMS Call Topic Report A listing of Call Topics based on selected filters

SAMS I &R Program Report A listing of I & R Programs based on selected filkers

Report Definitions

Gescription
SRR - o

. RS information For people referred ko HDMs, HZ, ©G and CH

Report Summaries
= SAMS Agency Call Report - Summary Report of Calls for Agency.

= SAMS Call Follow-up Report - A listing of Call Follow-ups based on
selected filters.

= SAMS Call Mailing Label Report - Avery 5160 Labels generated for
callers or consumers of filtered calls.

= SAMS Call Profiler Report - Summary report of Call count for selected
group.

=  SAMS Call Referral Report - Cross Tab summary of Call Referrals.
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= SAMS Call Topic Report - A listing of Call Topics based on selected
filters.

= SAMS | & R Program Report - A listing of | & R Programs based on
selected filters.

For information about using Reports, see the SAMS User's Guide or SAMS
Help files.
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&R Administration

This section of the manual explains what you need to know to set up SAMS
Administrator for SAMS I&R.

Since the SAMS Administrator's Guide outlines the necessary details and
step-by-step procedures needed to configure your database, this guide only
provides an overview of the additions to SAMS Administrator that support
the I&R integration.

If you find that you want more information about a certain area, or if you
want step-by-step procedures, refer to the Administrator's Guide or the
SAMS Administrator Help files.

Getting Started

First, use the table in the Data Administration Overview (on page 70) section
to familiarize yourself with the new location of BeaconlR's Data
Administration elements within SAMS Administrator. Then, read through
Access Role Privileges (on page 79), Associating Taxonomies (on page 75),
Setting Up Agencies (on page 74), Setting Up Provider Organizations (on
page 76), I&R Configuration (on page 80), and &R Reports (on page 78).
These are the new areas that you need to be aware of for use with SAMS
I&R.
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Data Administration Overview

Use the table on the following pages to familiarize yourself with the new
location of BeaconlIR's Data Administration elements within SAMS
Administrator.

The first column lists BeaconIR's Data Administration setup by area and
subarea. For instance, Keywords was a subarea of the General area.

The second column lists the new location of the area in SAMS Administrator.
You'll see that in many instances the areas and subareas have

not changed - you'll still find the Keywords subarea under the General area.
Shaded areas in the table indicate specific areas/subareas where name or
location might be different than what you're used to.

You can add, modify, and delete most fields that appear under subareas. See
the SAMS Administrator's Guide or Administrator Help files for related
procedures.
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It is important to note that if you RENAME any field name descriptions in
Keywords, Eligibilities, Accessibilities Types, Disability Types, or any
other subarea that appear when searching for referrals (see "Creating
Referrals™ on page 30), you MUST rebuild the cache in I&R
Configuration (on page 80). Otherwise, SAMS users cannot use these
fields to search for referrals.

SAMS I&R Setup
within SAMS
Administrator

BeaconlIR Data
Administration Setup

Equivalent in SAMS
Admin

Example of Fields
Populated in SAMS I&R

Area: General

Subarea: Eligibilities

Area: General

Subarea: Eligibilities

Referrals Search for
Services screen (if used as
a provider eligibility
search term)

Area: General

Subarea: Fees

Not Currently
Implemented

Area: General

Subarea: Follow Up
Activities

Area: Program Definition

Subarea: Actions

Activities

Area: General

Subarea: Keywords

Area: General

Subarea: Keywords

Referrals Search for
Services screen (if used as
a search term)

Area: General

Subarea: Services

Area: Program Definition

Subarea: Services

Service Deliveries,
Referrals Search for
Services screen (if used as
a search term)

Area: General

Subarea: Titles

Not Implemented

Area: General Area: General Caller Types
Subarea: Referred By Subarea: Referred By

Area: General Area: General Activities
Subarea: Reason Codes |Subarea: Reason Codes

Area: General Area: General Topics

Subarea: Planning

Subarea: Planning
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SAMS I&R Setup
within SAMS
Administrator

BeaconIR Data
Administration Setup

Equivalent in SAMS
Admin

Example of Fields
Populated in SAMS I&R

Area: General

Subarea: Priorities

Area: General

Subarea: Priorities

Call Priority

Area: General

Subarea: ADRC Activities

Area: General

Subarea: Call Outcomes

Call Outcomes

Area: General

Subarea: Age Groups

Not Currently
Implemented

Area: Types
Subarea: Phone Types

Area: Types
Subarea: Phone Types

Assessments

Area: Types

Subarea: Accessibility
Types

Area: Types

Subarea: Accessibility
Types

Referrals Search for
Services screen (if used as
a provider accessibility
search term)

Area: Types

Subarea: Resource Types

Not Implemented

Area: Types
Subarea: Call Types

Area: Types
Subarea: Call Types

Call Type

Area: Types
Subarea: Disability Types

Area: Types
Subarea: Disability Types

Referrals Search for
Services screen (if used as
a search term)

Area: Organization

Subarea: Resources

Area: Organization

Subarea: Providers
(Organizations ONLY)

Referrals Search for
Services screen (if used as
a search term), Service
Deliveries

Area: Organization

Subarea: Programs

Area: Program Definition

Subarea: Service
Programs

Referrals Search for
Services screen (if used as
a search term), Service
Deliveries

Area: Organization

Subarea: Sites

Area: Organization

Subarea: Sites

Referrals Search for
Services screen (if used as
a search term), Service
Deliveries
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With the exception of
Regions, we have not
included any other Places
subareas because they
work the same. You will
still need to enter Zip
Codes, for instance, if you
want to include addresses
in your database.

Area: Organization

Subarea: Services

Area: Program Definition

Subarea: Services

Referrals Search for
Services screen (if used as
a search term), Service
Deliveries

Area: Places

Subarea: Regions

Area: Places

Subarea: Regions

Referrals Search for
Services screen (if used as
a search term)

Area: Program Definition

Subarea: Topic
Categories

Area: Program Definition

Subarea: Topic
Categories

Topics

Area: Program Definition

Subarea: Topics

Area: Program Definition

Subarea: Topics

Topics

Area: Program Definition

Subarea: Outcomes

Area: Program Definition

Subarea: Topic Outcomes

Topics
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Setting Up Agencies

Access Agencies under Organization.

A Call heading has been added to the Privileges area of the Agency record in
SAMS Administrator. Use this to enforce organizational security in the
viewing of call records. For example, if you administer the Sunshine Valley
Agency's database and you only want that agency's users to able to look at or
change Sunshine Valley call records, you can set that up here.

© SAMS Administrator

]Elle Edit View Tools Help

Program Definit

Qrganization Details

1 Providers (99}
i Cankacts {0}
Locations (1)
Phones (1)

Staffing Profile

Care Plans

Mew @}Edit X Delets |@Find |§Erint”. | % Refrash ‘

G Edit Agency
U Agency - Coastline Elderly Services; Inc.

Consumer
Consumet Provider
Assessment
Service Delivery
Service Order
=] Call

Wiew

Update

Delete
Activity /Referral
Service Plan
Service Suspension
Route
Roster Definition
Contract
Unit Distribution
Invoice & Payment
User Login
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Associating Taxonomies

You cannot add, change,
or remove the taxonomies
available. They are
provided by the Alliance of
Information & Referral
Systems (AIRS), and are
built-in to the database.

A taxonomy is a classification of services that is used when searching for
referrals.

A new Taxonomies area has been added to the Add/Edit Service record (under
Program Definition). You need to associate services with taxonomies so that
when a user enters taxonomy-related search criteria during a referral search,
the appropriate services appear. Multiple taxonomies can be associated with a
service.

Associating items within Program Definition and Organization provides
SAMS I&R users with the detailed information they need to create referrals
during a call. For example, Provider Organizations (see "Setting Up
Provider Organizations™ on page 76) are associated with Services. So by
associating an organization with a service, you are linking taxonomies to that
organization, as well.

See the SAMS Administrator's Guide or Help files for more details about
program associations.

In addition to taxonomies and services, a user can also search on Eligibilities,
Keywords, Disabilities and more to generate referrals.

It is important to note that if you add service taxonomies, you MUST
rebuild the cache in I&R Configuration (on page 80). Otherwise, SAMS
users cannot use these terms to search for referrals.

To add a taxonomy to a service

1 Click the Program Definition heading in the navigation pane.

Click Services.

Add or edit a service record as outlined in the Administrator's Guide.

Click Taxonomies.

a b~ W N

Add or remove taxonomies as needed.
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Click OK when you are done.

) BAMS Administrator
]E\Ia Edit Wew Tools Help

Mew @Edit > Delete | @Find |§Eﬂnt... ‘ % Refresh ‘
Edit Service

General

Types

Program Definit

axonomy Terms
E Basic Neads
D Consumer Services

F Ciiminal Justice and Legal Services
H Education

+J Enwironmental [uality

#1---+JB Domestic Animal Services

JD-150 Congervation
-JD-200 E

L HES

N Income Security
t----P Individual and Family Life

#----R Mental Health Care and Counseling
}

|

E:
E:
&
&
!

-0 Environmental Protection and Ir
#0020 ADA Accessibility C

T Organizational/Community/International
¥ Taraet Pooulations | 4|LI
»

Code Taxonomy Term

AMScan 10

Erwironmenta

Click to add a
taxomomy to the
service,

and Improvement

Click to remove
all taxonomies

Organization ok Cancel
Care Plans
Flaces ‘
Reparts ] [] Caregiver Counseling Session
vl [1 '] Careaiver Support: Grouo Session
Security 4 |
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Setting Up Provider Organizations

Access Provider Organizations in Providers under Organization.

Only Provider Organizations impact SAMS I&R. New fields and headings
have been added to the Details area of the Provider record. For the most part,
these additions are reflected when searching for and creating referrals.

= Details: Short Description, Long Description, and Url fields have been
added. The Short Description field only holds up to 100 characters. Long

Description is a memo field that can hold much more program detail. Use
Url to enter a Web site address.

= Billing and Hours of Operation headings have also been added. Use Billing
to define an organization's Is Affordable status, as well as to specify
whether it Accepts Medicaid, Medicare, and/or Private Insurance.

Use Hours of Operation to define an organizations operating hours
according to week day.

Edit Provider [ ]

Provider - 1550 Beacon Street

Details

Agencies (1)

Subproviders {0

Services (1)

Privileges {0}

Sites (0}

Contacts (0}

Locations {0}

Phones (2)

Roles (0}

Types (1)

Languages (0}

5] Details

Mame 1550 Beacon Street
Short Description

Long Description

Motes

Medical Assistance ID

Stark Date 01/01/1980
End Date

Universal PIN

MPI

Hipaa Taxonomy

Lirl

Email Address

Certified with Medical Assistance Mo

Minority Provider Mo

For Profit Yes
Active Yes
Local Mo
Is Rural Mo
Billing
Hours of Operation

oK

Eply
Cancel
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&R Reports

Access Custom Reports under Reports.

You can now create custom SAMS I&R Reports in SAMS Administrator. A
new Report Type of I&R has been added to the Add/Edit Custom Report list.

See the Administrator's Guide or the SAMS Administrator Help files for
more information about creating reports.

2 SAMS Administrator

JEiIe Edit Wiew Tools Help

Hew hf-/} Edit X Delete | @Find ‘ & Print... | % Refresh

General Custom Reports
Types Title | Type File Description Camments
Program Definition iZon.., Consumer S2KClientExport.rpt Custom SIMS report For..,  Custamn SIMS report For exportin,..,
EQE... Biling eoealnvoiceValidate.rpt  Displays consumers an't,.,,
Organization ECE... 5 eoeavalidation. rpt Custarm SIMS report for,..
Care Plans EQE... Create a Custom I&R eoeaContactLabel.rpt Labels For consuemers' ...

4 report by selecting I&R
as the Report Type.

eoeaConsumerContacks,,. Listing of consumers wit,..
i EQEA Custom Repark W, .,

Places

Reports

CAE A sk ok )

.. C Details

EOE... A [ System Generated Mo R _|
EOE.. © | peport Title SAMS IR Report
Consumer S |

Report File Administrative Export results to PDF and print ...
MEC. St Deescription A_s_sessment Add Wext |
Comments Billing Print Multiple Routes - With Save...
Care Plan Prink Multiple Routes - With Save...
Cansumer

Contract

SErniby
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Access Role Privileges

Access Roles are a subarea of Security. Before setting up access role
privileges, you must first create User Logins and associate them with user
Roles.

See the Administrator's Guide or Help files for more information or step-by-
step procedures.

Edit Access Role [ ]

Access Role - Administrator

Item Access | Create | Update | Delete | &
Details - all Referral
- Call Service Deliveries
| Frivileges o Call Topics Apply
-~ Consumer
Field Security [ Consumer Group Cancel

~[ Contracts
-3 1 &R Consumner
- ]8R Consumer Assessments
- T& R Consumer Call
- &R Consumer Contacts
- &R Caonsumer Details
- I &R Consumer Ethnic Group
- I &R Consurnet Journal Entry
- I &R Consumer Locations
- [ & R Consumet Phanes
- TR R Consumer User Field
-~ Invaices
-3 Merge
- Merge Consumer Groups
- Merge Consumers
- Merge I & R Consumers
- Payments
~[=] Report
- Action Reports
- Administrative Reports

Select Al

HLOAS

Deselect Al

Print Grid

Expand &ll

il

Callapse all

REEEEREEREREREREERE R EE
RERKEEEERERERERERE R R R
REREEREERERERERERE R R
REREEREEREEREREREERE R EEE R EEE

=]

249 Ttems
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Privileges

Under Access Roles, many new Privileges have been added - for both SAMS
and SAMS Administrator.

For SAMS users, privileges primarily fall into two categories: Call and I&R
Consumer. Call privileges are related to the act of actually taking a call and
adding topics, referrals, etc., while I&R Consumer privileges are related to
accessing I&R Consumer information and Call Log history.

In SAMS Administrator, you're generally giving administrative-level users
permission to access, create, update, and delete the I&R fields and settings
that appear in SAMS.
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I&R Configuration

An I&R tab has been added to the SAMS' Global Configuration dialog
(located in the Tools>Configuration menu).

Call Service Delivery Option - decide how you want service deliveries to
be recorded when saving a call. Choose to have SAMS automatically
record units of service against a consumer (or a consumer group if the
caller is anonymous), to prompt users to record units of service when
saving a call, to have SAMS automatically record units of service against
the call's consumer, or to not record units of service at all upon saving a
new call.

Allow users to override I&R Configuration - if you select this option,
users can change the 1&R settings you have in place.

Default Hours of Operation - you can enter a default Time Open and
Time Close.

Disclaimer - enter disclaimer text that will be included on the page footer
of the Call Summary Report, the Call Summary, and the SAMS I&R
Program Report.
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= Rebuild Cache - the I&R cache stores information used during referral
searches. SAMS updates the cache automatically ONLY when a provider
is modified. There are times when it is necessary for you to update
(rebuild) the cache so that users have access to the most up-to-date search
information:

= If you rename keywords, eligibilities, accessibilities, or other SAMS
Administrator subareas that are used in referral searches.

= If you add service taxonomies.

= |If you import provider-related data from IE.

E: SAMS Global Configuration

Application Defaults I Application Settings I Auto Numbering I Security I

Careqiver Defaulks Crmnia I&R

—I &R Configuration

Call Service Delivery Opion:

IRecnrd unit{s) of service againsk the call's consumer (when anonymou:;l

¥ allow users to override I & R configuration

—Default Hours of Cperation

Rebuild Cache. .. |
Time Cpen: Time Close:

|2:21 Pm 2:21 PM

Disclaimer:

| [-

Ok Cancel | Help |




